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TEACHER MANUAL 
Kast Stroudsburg Area Senior High School 
NORTH 


EAST STROUDSBURG AREA SENIOR HIGH SCHOOL-NORTH PHILOSOPHY 


The primary purpose of the educational community at East Stroudsburg Area Senior High School-North is to prepare thinking 
and responsible citizens for life in an ever-changing and complex society. To insure success, students, parents, andministrators and 
support staff should take an active role in the total school program, while encouraging and nurturing academic and social development. 


Mission Statement 


East Stroudsburg Area School District, a diverse and rapidly growing community, nurtures within each student a commitment to life- 
long learning which prepares them to become creative, productive and responsible citizens in a continually changing world. 


East Stroudsburg Area School District ... Creating the Future 


GOALS 


We recognize that the goals which emanate from this philosophy must be unique to East Stroudsburg Area Senior High 


School-North. We also realize that we are responsible for the implementation of any educational program which satisfies statutory 


requirements of the Pennsylvania Department of Education and the laws of the Commonwealth of Pennsylvania. Therefore, the Goals 


of Quality Education under 22 Pennsylvania Code Chapter 5 Curriculum Requirements of the Regulations of the State Board of 


Education serve as the model for our goals. 
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To provide a program which enables each student to fully develop his/her capabilities, talents, self-understanding and a 
feeling of self-worth and to be recognized for his/her efforts. 

To provide a program which develops each student's critical reasoning including: higher order thought processes of analysis, 
syntheses, creativity, and evaluation. 


. To provide a program which motivates each student to become an independent, lifelong learner by providing the student with 


planned opportunities to collaborate with others in developing knowledge, skill and new ideas. 

To provide a program which will enhance development and growth in a multi-cultural and constantly changing society. 

To provide a program which will emphasize the importance of making ethical judgments in a society by offering experience 
in the ways in which adults and children interact with each other, to foster student's proficiency in reading, writing, speaking, 
listening, understanding, interpreting, and synthesizing skills. 


. To provide a program which will enable each student to become proficient in the use of varied mathematical processes and 


applications in order to solve challenging problems and to create new ways of understanding information in a constantly 
changing world. 


. To provide a program which will enable each student to become proficient in applying the processes of analysis, synthesis and 


evaluation to the solution of challenging scientific problem and the application and understanding of technology in a 
continually changing world. 


. To provide a program which will encourage an understanding of and responsibility for the environment and the student's 


ecological relationship with it in order to ensure a smooth transition for our students moving from urban areas into our rural 
environment, and to improve the ecological well-being of the area and the quality of life in a healthy and balanced 
environment. 

To provide a program which will enable each student to understand the interrelationship of local, state, national, and 
international history, geography, systems of government, and economic systems. Each student shall acquire and have 
opportunities to practice the attitudes and values necessary for active participation in civic life. 

To provide a program which will foster social interactions, specific educational programs and programs which foster a 
cultural sensitivity to diverse cultural, gender, and racial groups in our society and world. Each student will gain knowledge 
of and have exposure to different cultures and lifestyles in order to foster an appreciation of the dignity, worth, contributions 
and equal rights of all people in a rapidly changing community and ever-shrinking world. 

To provide a program which will foster an awareness of the breadth of human accomplishment through the arts and 


humanities and each student shall have opportunities to practice creativity of thought and action and to demonstrate talent in 
the arts. 


. To provide a program which will empower each student to explore varied career options and develop behaviors, skills, and 


attitudes needed to be a productive, contributing member of society and the understanding that lifelong learning is necessary 
to maintain these goals. 

To provide a program which will increase each student's opportunity to acquire and use the knowledge, skill, and habits 
necessary to promote individual, family, and community health and wellness. 

To provide a program which will enable each student to acquire and use the knowledge, skills and attitudes needed for 
successful interpersonal and family relationships in our constantly changing society. 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
STRATEGIC PLAN 


Mission Statement 
As a result of a consensus building process involving professional staff members, support staff members, a school board member, 
community/business representatives, parents and students, the Strategic Planning Steering Committee (SPSC) formulated the mission 
statement for the school district. Its development was based on a review and analysis of the material generated through a district- 
conducted survey involving all segments of the school community resulting in the identification of beliefs, strengths and weaknesses 
and opportunities and threats. The mission of the School District appears below. 
East Stroudsburg Area School District, a diverse and rapidly growing community, nurtures within each student a commitment to life- 
long learning which prepares them to become creative, productive and responsible citizens in a continually changing world. 


East Stroudsburg Area School District ... Creating the Future 


Belief Statements 
We believe that: 


e All students can learn. 

e All students have the right to an education in a safe environment. 

e All students should embrace diversity. 

e Motivation is essential for learning. 

e Clear and consistent discilpine creates a positive school community. 

e All members of the educational community should be treated with mutual respect. 

e School, family and community partnership is vital to student self-confidence and success. 
e Competence in technological skills is imperative for future productivity. 

e Continuous evaluation and improvement of the educational system is essential. 


e Financial support of education is a meaningful investment in the entire community. 
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2001-2002 CURRICULUM GOALS 
SECONDARY LEVEL 
HIGH SCHOOL - NORTH 


Business Education 


A. Successfully update and rewrite the new curriculum for subjects taught in department. 
B. Update the technology being taught by memebers of department. 
C. Select appropriate texts to match curriculu revision. 


English 

Create a centralized portfolio center. 

Create a standardized writing rubric to follow students from grades 9-12. 
Create standardized writing prompts for the three areas of the PSSA test. 


Foreign Languages 


Implement more trips to native speaking countries which is essential to the language acquisition of language students. 
Stress oral proficiency in the classroom.  . 
Increase student enrollment in German. 
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Health and Physical Education 


Expand the use of technology in the classroom. 

Work towards an effective working relationship between the North and South 
Campuses. 

Development of the life guarding program. 

Investigate the incorporation of the licensing portion of the driver education 
program. 

Foster a positive attitude towards physical education and movement activities 
with the students. 

Implement all aspects of the new curriculum. 


Math 


Coordinate efforts at the North and South schools to rewrite curriculum that meets Pennsylvania State and NCTM standards. 
Work with students to prepare them for PSSA and SAT tests. This includes teaching them test-taking strategies. 

Select appropriate texts for each course. Texts should meet state standards and be appropriate for the level of student taking the 
course. 

Use varying teaching strategies and forms of assessment to meet the needs of all students. Make modifications for IEP students. 
Provide staff development on integrating technology into the classroom. 

Promote increased enrollment in all electives, including Calculus II, to insure all courses will be taught at both campuses. 


Science 


Better utilize available technology to better meet the needs of the students. 

Organize the implementation of portfolio assessment on a department level and have the portfolios follow the student through their 
high school career in the department. 

Acquire department representation for tech-prep strategies. 

Use of technology in laboratory situation. 

Integrate career education in laboratory situation and classroom. 

Meet the goals set in the curriculum to assure top performance on the PSSA. This includes general test-taking strategies. 
Implement and promote the Biology II curriculum. 

Encourage the offering of anatomy and physiology. 

Coordinate occasional department meeting with the Lehman science staff. 


Social Studies 


Promote increased enrollment in all electives. 

Maintain communication between both campuses and continue to have a good working relationship within our department. 
Integrate appropriate elements of career education principles into curriculum. 

Integrate available technology resources into the classroom. 

Help two new staff members transition into the department. 
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Art 6-12 


Write and improve art program. 
Host a Portfolio Review Day. 


Strive to become our professional best and design curricula to allow for artistic areas of specialty to be incorporated. 
Continue to provide art programs for I. U. #20 and adults in community. 


Guidance 6-12 


UAW. 


A. Complete special education forms used by guidance counselors by computer rather than by hand for a more professional 
appearance. 

B. Review consistency of procedures for Chapter 14, 15 and 16 as it relates to guidance. 

C. Complete reorganization to developmental questionnaire for evaluations. 

D. Revise Guidance Handbook. 


Instrumental Music 4-12 


Develop comprehensive format to simplify the transfer of data between grade levels. 

Integrate technology in the curriculum; examine the use of e-mail to send practice files to students at home. 

Examine developing an East Stroudsburg Bands’ web page. 

Examine the implementation of a Vocal Music Department/Instrumental Music Department unified rhythmic vocabulary. 


Library Services K-12 


Create library specific web pages based on curriculum needs and topical research projects. 
Identify areas needed for collection development in the secondary libraries. 
Create multimedia presentations that address specitic skills as identified by the library staff. 
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Technology K-12 


Continue updating programs to meet student needs. 

Update the pathways and goals for Career Pathways. 

Coordinate the department efforts at the North and South campuses. 
Implement the TV/Video course at the two high schools. 

Explore the possibility of putting TV Production in all district facilities. 


Vocal Music K-12 


SEET 


Educate and reinforce appropriate concert manners and behavior of audiences; students and adults. 

Contribute to individual school and district newsletters to keep the public aware of vocal music happenings. Compile and 
distribute a newsletter to be presented to the board of education during Music in Our schools Month. 

Continue to maintain the high level of student involvement in the Choral Program grades 4-12. 

Compile a district-wide choral music library list of materials used for choruses in grades 4-6. 

Investigate a new music series K-12 that will be implemented when the curriculum is revised in 2002-2003. 

Integrate our current technology equipment into our curriculum. 

Meet all students’ music educational needs with regards to student/teacher ratio. 
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HIGH SCHOOL 
ACTION PLAN 


Objective # 1: By the year 2007, students of the East Stroudsburg Senior High School — North will demonstrate increased 
achievement in communication arts and mathematics as demonstrated through increased scores on the SAT, PSAT, Advanced 
Placement exams, and PSSA in relationship to the national and state norms. 


ESN will increase 
the number of 
students taking 
the SAT Prep 
classes. 

Develop an 
incentive program 
to increase scores 
and participation 
in the PSSA, SAT 
and PSAT. 
Student 
investment and 
understanding of 
the mission and 
goals of the 
school, through 
learning the 
school mission 
and goals. 


[ Activity Steps Person/Group 
Responsible 


Teachers 
Guidance 
Principal 


Timetable for 
Completion 
January 2002 
Reassess 
strategies for 
gathering more 
students. 


Student Gov't Spring 2002 
Students Reassess 
Teachers strategies for 
Local Business’s student 
Building motivation. 
Administration - 
Building Fall 2001 
Administration 


Student Gov't 
School 


Community 


Needed 
Teachers 
Students 


Prizes 
Activities 
Assemblies 


Posters 
Activities 
Prizes 


Evaluation/Indicators of 
success 

Increased number of 
students in SAT classes. 
Increase in SAT scores. 


Increased participation 
in the SAT/PSAT and 

increased scores in the 
PSSA. 


Students can state the 
building mission and 
goals. 


Date Completed 


Objective #2: By the year 2007, students of the East Stroudsburg Senior High School — North will improve career planning skills as 
demonstrated through increased placement of students in two and four year colleges, the armed forces, ROTC, technical college, 
school to work, career pathways curriculum, and seniors who develop written post-graduation plans. 


Activity Steps Person/Group Timetable for | Resources Evaluation/Indicators | Date 
Responsible Completion Needed of success Completed 


Provide School to work | Annually in Representatives | Increase in students 
opportunities for coordinator the fall and from a variety of | enrolling in 
students to Guidance spring careers. appropriate post 


participate in 
Career Day. 
Initiate career 


Principal 


School to work 


January 2002 


Local Business’ 


Advisors 


graduation programs 


Students participating 


oriented clubs, coordinator Classrooms in career oriented 
including TTBiz. | Guidance Local Business’ | clubs and electives. 

Principal Pocono Mt. 

Vacation Bureau 

Students and their | School to work | Annually in” College Students and their 
parents/guardians | coordinator the fall and Representatives | parents/guardians 
will participate in | Guidance spring Financial Aid attendance at College 
College Fair and Principal experts Fair and Financial Aid 
Financial Aid School Facility night 
night. 
CreateanROTC | ROTC Fall 2001 Recruiter Student participation 
High School Club | recruiter Faculty Advisor | in ROTC club. 

Guidance Classroom 

Principal 

Teachers 
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Communications Objective: By the year 2007, East Stroudsburg Senior High School — North will demonstrate increased 


communication between students, faculty and staff, as well as within the district and the community through: 


Activity Steps 


Develop a 
consistent policy 
for communicating 
with the public 


(media) efficiently. 


Distribute the 
school Newspaper 
to the community. 


Make use of 
software to 
perform daily 
functions that 
increase 
communication 
regarding grades 
and attendance at 
the building level. 
Make maximal use 
of the telephone 
system to enhance 
parent/teacher 
communication. 


Use email to 
efficiently 
communicate 
within the building 
and district. 


Person/Group 
Responsible 
Students 
Teachers 

Staff 

Building 
Administration 
Newspaper staff 
Building 
Administration 


Office Staff 
Teachers 
Building 
Administration 
Guidance 

CIS 


CIS 

Teacher 
Building 
Administration 


Teachers 

Staff 

Building 
Administration 
CIS 


Timetable for 
Completion 
Institute use in 
the fall of 2001 


Begin Fall 2001 


Begin Fall 2001 


Fall 2002 


Fall 2001 


Resources Needed | Evaluation/Indicators of Date Completed 
SUCCESS 


Students 
Staff 
Faculty 


Supplementary 
funding for the 
additional copies 
of the newspaper. 


Software 
In-service for 
faculty and staff 


Phone system 
education and 
implementation. 


Computers in each 
room 

On-line resources 
in each room. 
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Development of a policy. 


School wide use of the 
public relations policy. 


Increased circulation of 
the school newspaper to 
the community. 
Community feedback. 


Daily use of attendance 
and grade software for the 
production of attendance 
and grade reports. 


Increased communication 
between parents and 
teachers. 


Phone log. 


Less use of paper memo’s 


Increased communication 
at the building and district 
level. 


Facilities Objective: By the year 2007, East Stroudsburg Senior High School - North will demonstrate 


increased safety for students, faculty and staff through: 


Timetable for Resources Needed 
Completion 


Institute use inthe | Picture ID machine 


Activity Steps Person/Group 
Responsible 


Students 


Institute school 


wide use of picture | Teachers fall of 2001 
identification for Staff Life touch ID 
students, faculty Building program 


and staff. 
Educate students, 


Administration 
Office Staff 


Begin Fall 2001 Emergency 


faculty and staff Teachers evacuation plan. 
regarding protocol | Building 

for safe evacuation | Administration 

of the building Students 


during 
emergencies and 


emergency drills. 
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Evaluation/Indicators of 
SUCCESS 

Students, faculty and 
staff wearing or 
displaying appropriate 


identification on demand. 


Safe efficient exit from 
the building during 
emergency drills. 


r 


Public Relations Objective: By the year 2007, East Stroudsburg Senior High School — North will demonstrate 
increased communication for students, faculty and staff, as well as within the district and the community 
through: 


| Activity Steps 


Resources 
Needed 


Timetable for 
Completion 


Person/Group 
Responsible 


Evaluation/Indicators | Date Completed 
of success 


Develop a Students Institute use | Students Development of a 
consistent Teachers in the fall of | Staff policy. 

policy for Staff 2001 Faculty 

communicating | Building School wide use of 


with the public 
(media) 
efficiently. 
Distribute the 
school 
Newspaper to 
the 
community. 


Administration the public relations 


policy. 


Newspaper 
staff 
Building 
Administration 


Begin Fall 
2001 


Increased circulation 
of the school 
newspaper to the 
community. 


Community feedback. 


Supplementary 
funding for the 
additional 
copies of the 
newspaper. 
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Technology Objective: By the year 2007, East Stroudsburg Senior High School - North will demonstrate 


increased use of technology by faculty, students and staff through: 


Activity Steps Person/Group 
Responsible 


Develop and 
implement a 
TV/Video 
production 
class, and an 
ES -N TV 
program. 


Make use of 
software to 
perform daily 
functions that 
increase 
communication 
regarding 
grades and 
attendance at 
the building 
level 


Timetable for 


Completion 
Students Begin 
Teachers education of 
CIS students in 
Principal TV/Video 


Class in the 
fall of 2001, 
with TV 
production 
schedule 
beginning in 
the fall of 
2002. 
Begin Fall 
2001 


Office Staff 
Teachers 
Building 
Administration 
Guidance 

CIS 


Resources 
Needed 
Teachers 
Students 
CIS 
Funding 
Grants 


Software 
In-service for 
faculty and 
staff 
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Evaluation/Indicators | Date Completed 


of success 

Students enrolled in 
the TV/Video 
Production Class. 


Successful TV 
production schedule. 


Daily use of 
attendance and grade 
software for the 
production of 
attendance and grade 
reports. 


to 


Priorities 


. Intergroup Relations 


Staff Development 


. Discipline 


. Student Assessment 


. Curriculum 


Facilities 


EAST STROUDSBURG AREA SCHOOL DISTRICT 


HIGH SCHOOL PRIORITIES LISTING 


Rationale for Selection 


l. Increased racial diversity and transience of student 
population. 


2. Curriculum changes mandated by new Chapter 5 
regulations and additional staff needed due to 
enrollment increases. 


3. Concern expressed by staff and parents. 


4. Changes in Chapter 5 regulations which mandates 
outcomes and portfolio assessment. 


5. Chapter 5 mandates and the need to examine 
instructional technology. 
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EAST STROUDSBURG AREA SENIOR HIGH SCHOOL-NORTH 
HC 12 BOX 690 
Dingmans Ferry, PA 18328 
Phone: (570) 588-4420 
Fax: (570) 588-4421 


School Colors Mascot 
Black, Carolina Blue, Silver Timberwolf 
Approved by: Accredited by: 
Department of Education Commission of Secondary Schools, 
Commonwealth of Pennsylvania Middle States Association of Colleges and 


Secondary Schools 


BOARD OF EDUCATION 
Mr. Patrick Forney, President 
Mr. Philip Brush, Vice President 
Mr. Robert Huffman, Secretary 
Mr. Horace Cole 
Mr. Roland Featherman 
Mrs. Bet Hays 
Mr. Arthur Moeller 
Mr. Donald Motts 
Mr. William Zacharias 


DISTRICT ADMINISTRA TION/PERSONNEL 
Dr. Kenneth Koberlein, Superintendent of Schools 
Dr. Sheryl S. Solow, Assistant Superintendent for Curriculum and Instruction 
Mr. Douglas Arnold, Director of Pupil Services 
Mr. Michael W. Michaels, Director of Human Resources 
Mr. William L. McGill, Director of Business Affairs 
Mrs. Marie Guidry, Supervisor of Financial Affairs 
Mrs. Linda Bonawitz, Coordinator of Federal Programs 
Ms. Debra Eppley, Coordinator of Staff Development 
Ms. Michelle Carhart, Supervisor of Special Education & Gifted - Grades 6 - 12 
Supervisor of Special Education & Gifted - Grades K - 5 
Mr. James F. Shearouse, Maintenance Director 
Mr. Mark Brown, Director of Activities and Athletics 
Mr. Eric Forsyth, Communication-Information Systems Coordinator 
Mr. Brian Snapp, Director of Technology 


BUILDING ADMINISTRATION 
Mr. Richard Carty, Principal 
Ms. Pat Mulroy, Assistant Principal 
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BELL SCHEDULE 


Period | 
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2-HOUR DELAY BELL SCHEDULE 


| ozs 9:51 
|... [1000 — [1032 
|. — [1035 — 11:05 
| fuo | 
|. [ua — | 
| |] j| 


Class 


1:20 


12:47 30° 
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SE eg 
NENEN EUN 


SIX-DAY CYCLE 
The school schedule will revolve on a six-day cycle. Each day will be designated as Day 1, Day 2 ...through...Day 6. On each 


seventh school day, the cycle will repeat itself and begin again with Day 1, etc. Any days lost to inclement weather or vacations will 
be skipped over, and the six-day cycle will continue without interruption. 
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Thursday 
Monday 
Thursday 
Friday 
Monday 
Tuesday 
Monday 
Wednesday 
Thursday 
Monday 
Tuesday 
Friday 
Monday 
Tuesday 
Wednesday 
Monday 


Tuesday 


Monday 
Friday 
Wednesday 
Thursday 
Monday 
Tuesday 
Monday 
Monday 


Tuesday 
Friday 


August 
August 
August 
August 
September 
September 
October 
November 
November 
November 
November 
December 
December 
January 
January 
January 


January 


February 
March 
March 
March 
April 
April 
May 
June 


June 
June 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
2001-2002 SCHOOL YEAR CALENDAR 


Staff Development Day 
Schools Open 
Labor Day Holiday - Closing End of Day 


Labor Day Holiday - Schools Closed 
Schools Reopen 

Staff Development Day - Schools Closed 
Thanksgiving Holiday - Closing End of Day 


Thanksgiving Holiday - Schools Closed 
Schools Reopen 
Winter Holiday - Closing End of Day 


Winter Holiday - Schools Closed 

Schools Reopen 

Martin Luther King Jr.’s B-day - Schools 
Closed 

Staff Development Day - Schools Closed 
(This day may change for High School 
ONLY.) 

Presidents’ Day - Schools Closed 

Staff Development Day - School Closed 
Spring Recess - Closing End of Day 


Spring Recess - Schools Closed 
Schools Reopen 

Memorial Day - Schools Closed 
Last Day for Teachers and Students 
(Tentative) 


Snow Make-up Days 
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EAST STROUDSBURG AREA SENIOR HIGH SCHOOL 


North 


SCHOOL STAFF - 2001-2002 
ADMINISTRATION 
Mr. Richard Carty, Principal 
Ms. Patricia Mulroy, Assistant Principal 


* Department Chairperson 


ART 
Mary Grace Anderson 
Julie Frank 


BUSINESS EDUCATION 
Madeline Beitman 
Jason Kish 


ENGLISH 

Eric Anderson 
Karen Frank 
Trish Kaszupski 
Christine Kropcho 
Karen Pascuska 
John Milsovic 
Kevin Voglino 


MATHEMATICS 
Darrin Dobrowolski 
Ryan Frable 

Karen Haas 

J. Litchfield 
Angeline Teixeira 
Christine Whitmoyer 


MUSIC 
Brad Pawlikowski 
Lisa Yozviak 


CUSTODIANS 
Rolf Diefenbach 
John Doyle 

Tim Harris 
James Johnson 
Rob Kitner 
Cathy Nagle 
Wayne Lassiter 
Les Moyer 


HEALTH/P.E. 
Bruce Berke 
Chuck Dailey 
Holly Eich 
Holly Falzone 
Jill Pliss 


Tech Ed 

Bob Green , 
Craig Long 
Nathaniel Nace 
Sarah Spadt 


Science 

Bill David 

Eric Kerstetter 
Dean Metzgar 
Lori Soskil 
Richard Stine 
Melissa Summa 
Helen Vakkas 


SOCIAL STUDIES 
Arthur Entz 

Larry Marcial 

Kevin Nace 

Jeff Nevil 

Robert Tugend 


LIBRARY 
Sue Wilson 
Camille Bigio — Library Aide 


SECRETARIES 
Rose Buonacore 
Alice Crossan 
Carol Masi 
Cathy West 


SECURITY 


Judy Ciccone 
Patrick Harvey 
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FOREIGN LANGUAGE 
Daniel Cloward 

Suzanne Graziani 

Jodi Kahanowitz 

Carla Mathiesen 


DRIVERS TRAINING 
Bruce Berke 
Chuck Dailey 


FAMILY/CONSUMER SCIENCE 


Jane Accardi 
Amanda Reiche 


SPECIAL ED 
Marialena. Casciotta 
Sean Edwards 
Marlena Geffers 
Harriet Heath 

John Johnson 

David Latoff 
Debbie Padavano 
Daryl Reith 

Susan Schoof 


GUIDANCE 
Linda Campbell 
Donna McCreary 
Kristie McDowell 


Kindergarten/Social Studies 
Grade One/Communication Arts 
Grade Two/Mathematics 


Grade Three/Communication Arts 


Grade Four/Science 

Grade Five/Technology 
Art 

Guidance 

Health/Physical Education 
Reading 


English 

Foreign Language 
Mathematics 
Health/Physical Education 
Reading 

Science 

Social Studies 


Communication Arts 
Mathematics 
Science 

Social Studies 


Art 6-12 

Business Education 9-12 
Family/Consumer Science 6-12 
Foreign Language 7-12 
Guidance 6-12 

Health/Physical Education 6-12 
Health Services K-12 

Health Services K-12 
Instrumental Music 4-12 
Library Science K-12 

Vocal Music K-12 

Technology 6-12 


English 

English 

Foreign Language 
Health/Physical Education 
Mathematics 

Mathematics 

Science 

Science 

Social Studies 

Social Studies 


16 — Elementary 
20 - Intermediate 


22 — Secondary 


East Stroudsburg Area School District — 2001-2002 


ELEMENTARY GRADE LEVEL DEPARTMENT CHAIRPERSONS K-5 


Janet Zimmerman - Smithfield 
Marjorie James - J. M. Hill 

Sandy Kuberek - Resica 

Jan Steigerwalt- Resica 

Kevin Hatcher - J. M. Hill 
Stephanie Hymes - North Courtland 
Rhonda Bonser- J.M. Hill 

Al Fonash - J. M. Hill 

Robert Wilson — Smithfield 

Nancy Brackbill - J. M. Hill 


J. T. LAMBERT INTERMEDIATE SCHOOL 6-8 CHAIRPERSONS 


D 


Linda Dickinson 
Carol Ullo 

Jane Partel 

Frank Johnson 
Maryann Calpin 
Lawrence Woolsey 
Laura Stefani 


LEHMAN INTERMEDIATE SCHOOL 6-8 CHAIRPERSONS 


Christine Lantka 
Greg Miller 
George Kuhne 
Jason Szulborski 


DISTRICT DEPARTMENT CHAIRPERSONS 


Rebecca Cooke - High School - South 
Alfred Snyder - High School - South 


Dee Dunstan - Lehman 

Linda Keglovits - High School -South 
Chuck Dailey - Lehman 

Peggy Jansen - J. M. Hill 

Cindy Dougherty - J. T. Lambert 
Robert Fetterman — J. T. Lambert 
Laura Jenkins — High School - South 
Linda Schaller - North Courtland 
Robert Green — High School - North 


SECONDARY DEPARTMENT CHAIRPERSONS - 9-12 


Mary Rose — High School — South 

Eric Anderson — High School - North 
Patricia Cramer — High School - South 
Aimee Ellison — High School - South 
Brian Seely - Bunnell 

Karen Haas — High School - North 
Heather Skeldon - High School - South 
P. William David — High School - North 
Lawrence Gasda — High School — South 
Kevin Nace - High School - North 
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EAST STROUDSBURG AREA HIGH SCHOOL - NORTH 
THE TIMBERWOLF DEN 
HAPPENINGS FOR THE FOLLOWERS OF THE BLUE, BLACK AND SILVER 


Mascot: Timberwolves School Colors: Carolina Blue, Black, Silver P.LA.A. District: II 
LeagueAffiliations: Lackawanna League (most sports) P.I.A.A. Enrollment Classification: A ( most sports) 


Wyoming Valley Conference (Field Hockey, Swimming, Track) 
Northeastern Pennsylvania Rifle League 


High School Principal: Richard Carty Associate Athletic Director (H.S.): P. William David Athletic Trainer: Christopher Rossi 


Head Coaching Sia Dorothy French (Cheerleading) 
High School Chuck Dailey (Football) 
George Kuhne (Rifle) 
Arthur Entz (Boys’ Soccer) Marialena Casciotta (Softball) 
Dina Maylor (Swimming) Rick Roberts (Girls’ Track & Field) 
s’ Tennis) Chris Schnieder (Wrestling) 


FALL VARSITY ATHLETIC SCHEDULES: 


TBA Girls’ Soccer 


CROSS COUNTRY GIRLS’ TENNIS FOOTBALL 
Fri.. Aug 31 Moravian Acad. Invit | Away Tues.Aug 28 E'Burg South HOME 
Wed. Sept 5 Montrose Away Thurs.Aug 30. | North Pocono Mid Valle 
Sat. Sept 8 Centaur Meet Myers 
Tues. Sept 11. | Delaware Valle Awa Tues. Sept 11 Nanticoke Awa 
Sat Sept]5 — | No. Lehigh Invit. Awa Away 


Thurs. Sept 20 | Scranton Prep Awa Thurs. Sept 20 Fri. Oct 12 Lakeland HOME 
Sat. Sept 22 Awa Tues. Sept 25 Fri. Oct 19 Valley View 
i 


| Mon. Sept 17. | Wallenpaupak | Awa Tues. Sept 18 | Delaware Valle HOME Hanover Area HOME 
B ; 


Awa 
Tues.Sept 25 Scranton allenpaupak GAR Memorial 
Western Wayne Montrose Awa 
[Thus.Oct4 | — 1 1 1 [HOME | Thurs. Oct 4 | Delaware Valley | Away | Sat. Nov 10 | Fleetwood Area 
Away | Mon. Oct8 — | Stroudsburg | Away | |] tian 
Awa Away | | eer 
ll thurs Oct f Montrose [HOME] | E cud 


GOLF BOYS' SOCCER FIELD HOCKEY 


Dunmore HOME 
St Grogory's Acad 
Awa Bishop Hannan 
HOME 
Western Wayne Awa Awa 
Awa 
Mon. Sept 10 Tues. Sept 18 HOME 
Wed. Sept 12 Mid Valle Away | Fri. Sept 21 HOME 
Thurs. Sept 13 Mon. Sept 24 Awa 
Mon. Sept 17 Blue Ridge HOME 
Tues. Sept 18 Lack. League Away Tues. Oct 2 Bishop O'Hara Away Sat. Sept 29 GAR Memorial HOME 
Thurs. Sept 20 | Riverside Awa Delaware Valle HOME 
Mon Sept 24 Awa 
Tourn. 
Thurs. Sept 27 
Mon. Oct 1 Awa 
Tourn 
| Wed.Oct3 | Mid Valey — — | Away | — 8 — | — | ^ [Wwe ooi | Honesdale = |HOME] 
| Oct 91116 | Lack Lg. Playoff ` | Away | D ë | ^ Te der mg [Das ^ [Away | 
poe pego s RA 
Tourn. 
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EAST STROUDSBURG SENIOR HIGH SCHOOL 
EXTRA-CURRICULAR ACTIVITIES 


Athletic Director - Mr. Mark Brown 
Asst. Athletic Director — Mr. Bill David 
Athletic Trainer - Mr. C. Rossi 
Athletic Trainer — Chriss Rossi 


FALL SPORTS 
Cheerleading Golf 
Head Coach Dorothy French Head Coach Dean Metzgar 
Cross-Country Track Field Hockey(Girls) 
Head Coach Rick Roberts Head Coach Holly Eich 
Football 
Head Coach Chuck Dailey Soccer (Boys) 
" Head Coach Arthur Entz 
Freshman Head Coach Jeff Nevil 
Tennis (Girls) 
Head Coach Betty Aponte 
WINTER SPORTS 
Basketball (Boys) Rifle 
Head Coach Michael Kashner Head Coach George Kuhne 
Basketball (Girls) Swimming 
Head Coach Holly Falzone Head Coach Dina Maylor 
Cheerleading Wrestling 
Head Coach Dorothy French Head Coach Chris Schneider 
SPRING SPORTS 
Baseball Softball (Girls) Track 
Head Coach Daniel Gibboney Head Coach Marialena Casciotta Head Coach Rick Roberts 


Soccer (Girls) 


Head Coach TBA 


Tennis (Boys) 
Head Coach 
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Lance Heil 


Track (Girls) 


Head Coach 


Rick Roberts 


DUTIES OF ALL STAFF MEMBERS 


The time schedule for all professional staff members is as follows: Duty time: 7:10 a.m. 
Earliest dismissal: 2:40 p.m. 

All staff members shall be responsible not only for the care, discipline, and instruction of students in their classrooms, but for any 
and all students in the building (which includes lavatories, halls, assemblies, cafeteria, and pep meetings). If a staff member cannot for 
some reason make it to an assigned area (homeroom, study hall, bus duty or whatever it may be), the main office should be notified 
immediately. This is to avoid the possibility of the assignment not being covered and to avoid legal entanglements. 


All materials, reports and the like for the principal will be submitted to him through his secretarySchool closings may impact 
on specific dates. 


AM &PM DUTY ASSIGNMENTS 
FALL & SPRING SEMESTER 


See memo in first day teacher’s packet. 
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MEETINGS 


Faculty Meetings ( last Thursday of the month) 2:45 in the High 
School-North Auditorium 

August 23 January 31 

September 27 February 28 

October 25 March 21 

November 21 * Wednesday April 25 

December 20 May 30 


Dept. Chair Meetings (2" Wednesday of the month) 3:00 in the 
Conference Room 


September 12 February 13 
October 10 wë March 13 
November 14 April 10 
December 12 May 8 
January 9 

Tenative dates/pending schedule trom Dr. Solow 


Parent Advisory Committee Meetings (first Tuesday of the month) All 
faculty memebers are invited to attend. 


September 4 — 7:00 pm Cafeteria February - no scheduled meeting 
October 2 — 7:00 pm Cafeteria March — no scheudled meeting 
November 6 — 9:00 am PTA Room April 2- 7:00 pm Cafeteria 
December -no scheduled meeting May 7 — 7:00 pm Leman Cafeteria 
January — no scheduled meeting 


Counselor, Administration, Nurse Meetings(C.A.N Meetings) 2" 
Tuesday of the month 9:15am in the Main Office Conference Room. 


September 11 January 8 
October 10 * February 12 
November 13 March 12 
December 11 April 9 
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ACADEMIC INTERIM/PROGRESS REPORTS 


All students will receive an interim grade report in addition to a report card. Interim grade reports and report cards shall be 
mailed to parents/guardians approximately one week after the close of each report period* 


Type of Report Days in Report Period Close of Report Period 


Interim Report (23 Days) September 23, 2001 
Report Card (45 Days) October 31, 2001* 
Interim Report (23 Days) December 6, 2001* 
Report Card (45 Days) January 16, 2002* 
Interim Report (23 Days) February 21, 2002* 
Report Card (45 Days) March 26, 2002* 
Interim Report (23 Days) May 1, 2002* 
Report Card ^ . (45 Days) June 3, 2002* 


If you do not receive a report, please call the guidance office at 588-4420. A new report will be mailed to you or you may be 
asked to pick up the report at the school. The interim reports contain information regarding students who are failing or are in danger of 
failing as well as those students who have improved their work or maintained appropriate progress. 


* School closings may impact on specific dates. 


ACCIDENT REPORT - STUDENTS 


The following procedure is recommended when a student is hurt in school: 


l. 


5 


All students are to be sent to the nurse. 
All school, school grounds, or bus related student accidents should be reported to the school nurse or supervisor in charge of 
activity. This should be done regardless of the degree of injury, minor or major. 


The following procedure is recommended when a student is hurt during a sport practice or game. 


l. 
2. 


All students are to be sent to our Sports Trainer. 
All accidents are to be reported regardless of the degree of injury. 


ANNOUNCEMENTS 


Announcements are made over the public address system each morning during the Ist five minutes of 1st period. All 
announcements made over the intercom must be approved by a senior high school administrator 24 hours in advance. 


1. Announcements regarding student activities must be signed by the teacher, sponsor or advisor. 

2. Announcements should be legibly written or typed on the form provided in the teacher's copy room. 

3. 

4. Announcements of interest to a large number of students will be made over the intercom system. Other announcements should 


Statements should be brief and to the point. 
be memoranda to the students involved. The intercom system will be used with very few exceptions to advertise school- 


sponsored activities. 
Classes will not be interrupted for special bulletins unless an urgent announcement is necessary. 
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6. When written announcements are necessary in special areas, it is important that they be carefully announced in homerooms 
and classrooms. Failure to make announcements or failure to send students to the office when requested will always result in 
an inconvenience. 

7. P.M. or afternoon announcements will be at the discretion of the administration. It is hoped to keep these confined to 

EMERGENCIES. 


ATTENDANCE 


First period teachers will attach the attendance sheet to the outside of their door no later than 7:30 a.m. The first period teacher 
should circle the appropriate names or ID No. (in pen) of the absentees for the day. From these listings a computer sheet will be typed 
and distributed. 


Classroom Attendance: 


All teachers must take attendance in each of their classes and report to the office anyone not listed on the daily absentee list. 
Forms for reporting these students to the office will be provided. Lists of students who are on legitimate leave from school (field trips, 
sporting events, etc.) are to be submitted to the attendance secretary and to all teachers two days prior to the activity by the appropriate 
teacher or teachers responsible for the activity. . 


Students absent from a class or study hall will be reported by the teacher on classroom attendance slips. Such slips will be 
turned in to the discipline secretary after teachers have checked all sign-out sheets. These include guidance office, nurse's office, 
main office sign-out book and the daily attendance sheet. 


Attendance and Tardiness Grading Policy: 

l. Excused absences and grading: An excused absence never excuses a student from school work. Work must be made up 
within a reasonable period of time. A student has the same number of days to make up work as equal to the time of the 
absence. 

2. Unexcused absences and grading: All unexcused absences from a class will result in a zero for the day. Teachers are under 
no obligation to assign make up work. 

3. Tardiness and grading: All cases of lateness to class are to be handledon a case by case basis. It is the student's responsibility 
to make up work lost by tardiness. In responding to students that are late to class, the teachers should follow the following 
steps: (1) Give the student a warning or remind him that he/she is late. (2) Assign the student a detention; for example, some 
teachers use one day each week for make up tests and lateness detentions. (3) Contact parent/guardian of the student. After 
steps 2 & 3 have been attempted, habitually late students should be reported to the assistant principal. Chronic lateness to 
class is not acceptable behavior. Any student who arrives to class without a pass will be considered tardy to class and 
subjected to the classroom teacher's discipline procedures. 


BUILDING 


All students arriving in the morning because of an early transportation arrangement or during inclement weather may enter the 
building by way of the gymnasium lobby and the auditorium lobby. 


Students may not leave the building during the school day without written permission from the administration or the nurse. 


All students dismissed at the end of the 9th period are to leave the building by 2:23 p.m. unless they are remaining for an 
appointment or a supervised scheduled activity. 


BUILDING USE AFTER SCHOOL HOURS 


Teachers planning to use the school after the regular school day are asked to make arrangements with the principal and his 
secretary for permission and directions for use. This will avoid conflicts between different organizations. No individual, class, club, 
team or any other group is to be in any part of the building without the presence of the teacher in charge. 
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Staff members who are using the building facilities after the close of the school day must accept complete responsibility for the 
care of the facility they are using (turning off all electrical equipment, fixing and locking the doors, etc.). Staff members must stay 


until all their participants are gone. 
BULLETINS 


The Weekly Bulletin is placed in teachers' mailboxes every Friday. Notices for the Weekly Bulletin should be in the main office 
by 2:30 p.m. on Thursday. Important school events should be submitted so teachers and students have advance notice to make 
preparations. 


BOMB SCARE PROCEDURES 


In the event of a bomb scare, students and staff are to evacuate the building according to fire drill procedures. Detailed 
instructions for bomb scare procedures are listed in the Teacher Emergency Manual. 


CAFETERIA - LUNCH PERIOD REGULATIONS 


Seats cannot be reserved in the cafeteria. Eating is permitted only in the cafeteria. A student who brings his/her lunch must eat 
in the cafeteria. Ice cream, candy, or other foods are not to be taken out of the cafeteria. 


Trays, dishes and cutlery are to be returned to the counter. Paper is to be disposed of in the refuse cans. The throwing of food, 
paper or other material is not tolerated. Students must remain in the cafeteria during the lunch period. Students are not to wander on 
the first floor or throughout the building during the lunch period. 


Students who wish to use the lavatory during their lunch period must obtain a pass from a cafeteria monitor. 


Doors close 


"Period 5" Lunch 10:41a.m.-11:11 a.m. 10:46 a.m. 
"Period 6" Lunch 11:14 a.m. - 11:44 p.m. 11:19 a.m. 
"Period 7" Lunch 11:47 p.m. - 12:17 p.m. 11:52 p.m. 


Requests for lavatory breaks after the closing of the doors may be refused by the monitors on duty. 


CANCELLATION OF SCHOOL 


Teachers will be contacted via the "telephone tree" when school will not open due to weather conditions. When school is 
dismissed early because of inclement weather, all school activities (including athletic practices) will be canceled for the day as well as 
the late bus. 


Please adhere to the following school district policy relating to contests and practices on the days that the opening of school is 
canceled. 


1. If the school day is canceled the evening before or before school starts the next day, NO regularly scheduled contests will be 


played. (All contests will be postponed to a future date, when possible). Practices may be held on that day, if approved by 
the principal, but no coach can insist that his/her team members must be present. This applies to any team member riding in a 
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vehicle from practice to home and also any team member living in the rural areas. A legal excuse from a parent/guardian will 
automatically excuse the individual involved. 


2. On a day when school is in session for a period of time but is then suspended early because of inclement weather, etc., the 
time of suspension and distance to travel will determine whether or not contests will be postponed. Practices will not be held 
and again those riding in a vehicle from practice to home are not required to remain for practice. A legal excuse from a 
parent/guardian will again be honored. 

3. Practice policy - informal practice sessions may be held only after receiving permission from the principal and the athletic 
director. 

4. Attendance at these sessions is not mandatory and if a player is absent he/she cannot be considered "cutting" practice. 

5. No informal practice may start before 12:00 noon. 

6. Scheduled games or matches - in most cases, when school is closed, the game or match will be postponed to another date. 

T 


In some situations where both the athletic directors and the principals from both schools agree, the contest may be played if 
the roads are deemed safe for travel. 


CHANGE OF TEACHER ASSIGNMENTS 


Any teacher who must leave an assigned area must notify the office prior to leaving the assigned area so that a replacement 
might be arranged. 


Teachers wishing to take classes from assigrted areas must have approval from administration two days prior to the date. Only 
the principal's office may authorize changes in teacher's daily or special assignments. 
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CLUBS/NON-ATHLETIC OFFERINGS 


There are currently 19 clubs active in the high school. They are as follows: 


Art Club S.A.S.A. Club (Students Against Substance Abuse) 
Drama Club Scholastic Scrimmage 

Future Business Leaders of America Club (F. B. L. A.) School Productions 

Foreign Language Club Ski Club 

Intramurals Speech/Debate Club 

Key Club Step Team 

LEO Club Student Government 

Math & Computer Science Club Yearbook Club 

Mock Trial 


National Honor Society 
Newspaper Club 


Fora club to remain functioning, it is expected that there will be at least 15 active members in the club. Another 
expectation is that 20 club meetings of at least one hour duration will be held during the school year. 


COMMUNICATIONS 


SCHOOL POLICY FOR HANDLING PROBLEMS OR QUESTIONS (EXCLUSIVE OF CURRICULUM OR BUDGET) IS 
THAT THE QUESTION SHOULD BE FIRST INITIATED ON THE DEPARTMENTAL LEVEL. IN THE EVENT THAT THERE 
IS NO CHAIRPERSON OR DIRECTOR, THE QUESTIONS ARE TO BE DIRECTED TO THE BUILDING ADMINISTRATOR. 
IF THE QUESTIONS WARRANT FURTHER CONSIDERATION, THEY ARE TO BE REFERRED TO THE NEXT HIGHEST 
LEVEL. IF THE QUESTIONS HAVE NOT BEEN SATISFACTORILY RESOLVED, THEY ARE TO BE REFERRED TO THE 
APPROPRIATE OFFICE IN CENTRAL ADMINISTRATION. WRITTEN REQUESTS SHOULD BE INITIATED AT EACH 
LEVEL. 


COMMUNITY SURVEYS 


Teachers who wish to conduct study surveys of the community (such as questionnaires) must have the principal's signature for 
approval before the survey is done. 


CURRICULUM PERIOD 


The curriculum period is set aside for the following: 


Y — 


. Instructions from the central office regarding scope and sequence, development of a curriculum guide,course of studies, etc. 

2. Working with students (whether or not they are yours or another faculty member) administering make- up tests, individualized 
instruction. 

3. Working in the library to obtain information regarding your area of concentration. 
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DANCES 
(Use of Cafeteria) 


The organization sponsoring the dance will prepare the cafeteria by taking down the tables and chairs as well as setting up the 
cafeteria immediately after the dance. The sponsoring organization should also see that the courtyard is cleaned up by the next school 
morning. All equipment, scenery, etc. must be removed the day following the activity so that there is no interference in the school day. 
(See Student-Parent Handbook for complete instructions.) 


DETENTION 


Detention assigned by the Assistant Principal is held from 2:30-4:00 p.m. on Tuesday, Wednesday, and Thursday of each 
week. 


1. The determination of assignment to detention hall shall be the responsibility of the principal, assistant principal(s) or their 
designee. The number of detention halls assigned to the student is contingent upon the seriousness of the infraction. 

2. Students assigned detention hall shall be notified at least 24 hours ahead of the scheduled detention so that transportation is 
arranged. 

3. Students who participate in any clubs or activities including athletics will not be allowed to participate until ALL detentions 
are served. Work is not an acceptable.excuse for not reporting to detention. Students who are absent from school on the day 
of an assigned detention must make up the detention on the day of their return to school. Arrangements for alternate dates of 
make-up detentions must be made with the assistant principal on the day of return to school. Failure to take detention upon 
return to school without prior approval may result in suspension. 

4. A student serving detention MUST have school work to do. Sleeping or “loafing” will not be tolerated. 


DISCIPLINE PROCEDURE 


Each and every classroom teacher is accountable for the discipline of their students. Extreme disciplinary cases are to be sent 
out of the class to the assistant principal's office. For all such cases a written disciplinary report must be sent to the assistant principal's 
office. (Refer to the Discipline Policy) 


In dealing with student behavior problems, please consider the following: 


Discuss the behavior with student independent of class. A written record of meeting and action taken should be recorded. 
Discuss problem with guidance staff for further information on the student. 

Contact parents by phone and relate behavior and possibly suggest conference. 

Refer to administration when all of the aforementioned steps have failed to correct the issue. 


fupe m es 


A PHILOSOPHY OF DISCIPLINE 


The primary disciplinarian in any given situation is the teacher. The effectiveness of our entire instructional program rests 
directly upon each individual faculty member exerting himself/herself tirelessly in all kinds of routine matters of discipline. This 
includes one or all of the following: 

1. Telephone calls to parents. 

Teacher detention. 

Use of individual conference. 

Consultation with guidance counselor. 

Parental conference for assistance to alleviate the apparent difficulty. 


Qn de ca m3 
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All students are expected to exercise self-control and conduct themselves in an appropriate manner at all times. The behavior of 
the students should reflect the standards of good citizenship expected of members of a democratic society. While public education is 
the right of American youth, it is not an absolute right. There are four good reasons for insisting on a well-mannered student body: 


l. 


N 


To create an atmosphere in which learning, study and work can proceed best. This condition cannot exist in schools in which 
there is a lack of mutual respect between students and teachers. 

To make students aware that in our society the individual must take the responsibility for his/her own actions. The school, by 
setting fair regulating principles, provides training for self- discipline. 

To provide for the safety of all students and staff members at work in the school. 

To prevent costly damage to school equipment and property near the school. The role of school administration is one of 
support and clarification for the faculty in matters of discipline when the teacher feels the need of referral in helping to solve 


the problem. Detention and suspension are primarily punitive and should be used only as a last resort to the resolution of 
disciplinary problems. 


From time to time, suspensions will occur. Significant reasons are: 


Go 


Students must recognize that unacceptable conduct will not be condoned, tolerated or accepted in school. 
Parents, whose children do not need disciplinary action, need to feel and know that conscientious effort is being made for 
acceptable behavior and that serious infractions will be handled swiftly and with equity and justice. 


Schools have an obligation to provide a physical as well as a psychological atmosphere that is conducive to learning and to 
ensure that students have every opportunity for success. 


When suspensions occur, parents are placed directly into the problem/solution for they must care for the child during the period 
of suspension and they must provide for his/her reinstatement at his/her home school. 


SCHOOL RULES & REGULATIONS 


Effective discipline serves two purposes. First, it prevents the recurrence of a particular misbehavior in a student. Second, it is 
a learning experience for the student, permitting him/her to see why certain rules have been made and why they must be followed. 


Our school disciplinary policy, at a minimum, has three objectives in mind: 


l. 


Ww N 


Preserving the kind of environment needed for effective teaching. 
Dealing with disorderly conduct in a consistent way that corrects students’ behavior while keeping them in school. 


Using out-of-school suspension or expulsion only as a last resort and only when the other students’ education is 
significantly affected. 


For these objectives to be met in school, the student must learn the basic discipline guidelines from both the school and the 
home. Discipline must be looked upon as important and necessary by the student, the parent, and the school. 


Unacceptable forms of student behavior can be organized into three categories: 


Level I. Acts of misbehavior usually resolved by the classroom teacher. 


Level II. Misbehaviors, which by their seriousness or frequency, require disciplinary action. 
Level II. Misbehaviors which are illegal or criminal in nature. 


This section identifies some of the unacceptable student behaviors and cites the disciplinary action violators can expect. 


NOTE; This is only a listing of some violations and disciplinary actions. Final decisions are at the discretion of the administration. 
For additional information see the School Rules and Regulations in the Student Handbook. 
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EAST STROUDSBURG AREA SCHOOL DISTRICT 
DRUG AND ALCOHOL POLICY #5142.1 
DRUG AND ALCOHOL POLICY 


The East Stroudsburg Area School District Board of Education, administration, and staff believe in the individual value and 
potential of each member of the school community. We recognize that chemical abuse and dependency impair the ability of 
individuals to develop their full potential. We also recognize that problems created by chemical abuse and dependency have an 
adverse effect on the ability of all members of the school community to achieve personal and district goals. Our policy is based on the 
belief that chemical dependency is a life-threatening illness that affects individuals in all areas of their lives. It is also our belief that 
chemical dependency is a treatable illness. 


The East Stroudsburg School District has as its purpose the education of the students within the district according to the standards 
set down by the Commonwealth of Pennsylvania. Our primary concern is for the well-being of the students. However, we also have a 
responsibility to comply with state law. Therefore, our policy is one of extending student assistance services to students through our 
S.A.F.E. team while complying with state laws for the protection of all students and staff. 


For purposes of this policy, the following definitions shall apply. 
A. ASSESSMENT - An evaluation with recommendations made by a professional drug and alcohol counselor from a local 
agency; assessment can be done at the agency or at school. 


B. CONFISCATION - The search for and/or seizure of any drug/alcohol or mood-altering substance by school employees. 


C. COOPERATIVE BEHAVIOR - The willingness of a student to work with staff and school personnel in a reasonable and 
helpful manner, complying with requests and recommendations of the staff and school personnel. 


D. DISTRIBUTING - Delivering, selling, passing, sharing or giving any alcohol, drug or mood- altering substance, as defined by 
this policy, from one person to another to aid therein. 


E. DRUG/ALCOHOL AND MOOD-ALTERING SUBSTANCE - Any alcohol or malt beverage, and drug listed in the 
Controlled Substance Drug, Device and Cosmetic Act (1972 P.L. 233, No. 64) or the Comprehensive Drug Abuse Prevention 


and Control Act (P.L. 91-513), or PA Drug Device and Cosmetic Act (Act 1971), as a controlled substance, chemical abused 
substance or 


medication for which a prescription is required under law and/or any substance which is intended to alter mood. Examples 
include, but are not limited to, beer, wine, liquor, marijuana, hashish, chemical solvents, glue, "look alike" substances, and any 
capsule or pill not registered with the school nurse, annotated within the student's health record and then given in accordance 
with the school district's policy for the administration of medication to students in school. 


F. DRUG PARAPHERNALIA - Any utensil or item which, in the school's reasonable judgment, is commonly associated with 
the use of drugs, alcohol or mood-altering substances. Examples include, but are not limited to, roach clips, pipes, and bowls. 


G. POSSESSION - The act of holding on one's person or among one's possessions, or under one's control, without any attempt 
to distribute any alcohol, drug, or mood-altering substance, as defined by this policy. 


H. SCHOOL PROPERTY - Includes buildings, facilities and grounds on the school campus, any facility used for a school 
function, school bus stop, school parking areas, and routes traveled to and from school by any means. 


I. SCHOOL-SPONSORED ACTIVITY - Any activity which the school district has approved, either during or after school 
hours. 


J. S.A.F.E. TEAM - A multi-disciplinary team (MDT) composed of school personnel (teachers, administrators, nurse, and 
counselors), which is trained to understand and work on the issues of adolescent chemical use, abuse, death, suicide, and 
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pregnancy. The team will be involved in the identification and referral process of students, thus providing student assistance 
services. 


. UNCOOPERATIVE BEHAVIOR - Resistance or refusal, either verbal, physical or passive, on the part of the student to 


comply with reasonable requests or recommendations of school personnel. Defiance, assault, deceit and flight shall constitute 
examples of uncooperative behavior. Uncooperative behavior shall also include the refusal to comply with the 
recommendations of school personnel. Additionally, uncooperative behavior shall also include the refusal to comply with the 
recommendations of a licensed drug and alcohol facility. 


Any staff member who observes students displaying bizarre/unusual behavior patterns or suspecting students of using a controlled 


substance as defined by the Controlled Substance, Drug, Device and Cosmetic Act of the Commonwealth of Pennsylvania and/or the 
Liquor Code of the Commonwealth of Pennsylvania will notify the proper school personnel as designated by the building principal. 
Subsequent action and services provided by the S.A.F.E. team (high school) shall constitute "helping" services to these students. 
Student assistance services of the middle school and elementary buildings shall be provided through a process established by the 
building principal. 


Students who are involved in selling, passing or transmitting controlled substances illegally to students are subject to the following 
procedures and actions: 


A. 


Any student apprehended for selling or trahsmitting a controlled substance to any student in the East Stroudsburg School 
District may be immediately suspended and the parents notified. 


. A recommendation for expulsion may be made to the Board of Education at its regularly scheduled meeting following the 


suspension. 


All incidents will be reported to the appropriate civil authorities and full prosecution by the school district will follow as 
permitted by law. 


Those students expelled for dealing in the trafficking of a controlled substance will be reconsidered for admission the 
following year. 


The following rules, regulations, and guidelines as stipulated for each division shall be used by all school district personnel 


when responding to situations involving drugs, alcohol, and any other mood-altering substances. 


I. The illegal possession, use, sale or distribution of controlled substances and/or alcohol in the East Stroudsburg Schools, on 


school property, at school-sponsored activities and in the transportation to and from East Stroudsburg Schools or the Monroe 
County Area Vocational Technical School shall not be tolerated. A student who violates any of the aforementioned terms is 
subject both to the district policy and the following individual school regulations: 


A. Referral to the Student Assistance for East Stroudsburg (S.A.F.E.) - the core team - and cooperation with the 


recommendations of that team, will be required for any student in violation of any D & A rules and regulations of the East 
Stroudsburg School District. 


B. Possession or use may additionally result in some or any of the following: 


1. Suspension from school and all school-related activities for ten (10) days. 


2. Assignment of a probationary period for the remainder of the school year. During this probationary period, a student may 
be excluded from some or all school functions and activities. 


3. Referral to the appropriate group(s) 
(a) Law enforcement officials, 
(b) Carbon-Monroe-Pike Drug and Alcohol Commission, 
(c) Carbon-Monroe-Pike Mental Health Unit. 
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4. Pre and post-suspension parent conference before reinstatement into the school program. 


5. Referral to the superintendent for expulsion. 


C. Possession or use will result in an assessment by the Carbon-Monroe-Pike Drug and Alcohol Agency. Students found in 


possession of drugs and alcohol or who are found to be using drugs and/or alcohol will be required to comply with the 
recommendations of the assessment proceedings. 


Identification of confiscated substance shall be attempted. If positive identification is made, the following course of action 
shall be taken: 


1. The superintendent or his designee will be notified. 


ho 


The student shall be suspended until a satisfactory conference is held with parents/guardians. 


3. Where reasonable suspicion exists, a search shall be made of a student's person, personal property, locker(s), or motor 


vehicle (if on school property). All such inspections shall be made in the presence of the student involved and/or a third 
person. 


4. The proper law enforcement agency will be contacted and requested to confirm identification via official police 
procedure. 


5. Any additional action deemed necessary will be recommended to the superintendent by the school principal, including 
assessment by the Carbon-Monroe-Pike Drug & Alcohol Commission. 


II. A student, who while under the school’s jurisdiction; is suspected to be under the influence of alcohol or other intoxicating 
beverages - a drug, a dangerous drug or a narcotic drug - shall be subject to the following course of action. 


A. 


When it appears that emergency medical attention is necessary, the student shall be taken immediately to the nearest medical 
facility. 


Students under suspected influence shall be isolated from other students. 

Parents or guardians shall be contacted immediately by the building administration and the student shall be sent home or 
removed from the school for medical attention. If parents or guardians cannot be contacted, a decision to get medical 
attention for the student shall be made by the building principal or the superintendent or his designee. 

The proper authorities may be notified. Proper authorities may constitute one or more of the following: 

1, S.A.F.E. team or other investigative teams, 

2. School nurse, 

3. Physician, 

4. Proper law enforcement agency, 


5. Crisis intervention team. 


Appropriate disciplinary action will be recommended to the superintendent by the principal/assistant principal based on the 
findings of the investigative teams. 
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SITUATIONAL 
CATEGORY 


1. A student is 
suspected of 
possible drug or 
alcohol use. There 
is no violation or 
physical evidence, 
but behavior and/ 
or performance 
indicators point to 
possibility of use. 
2. A student 
volunteers 
information about 
personal or a 
peer’s drug or 
alcohol use and 
asks for help. 

3. The student has 
a drug or alcohol 
related medical 
emergency. 


4. A student 
possesses drug- 
related 
paraphernalia. No 
evidence of use. 


5. A student 
possesses, uses, or 
is under the 
influence of drugs 
or alcohol at a 
school-related 
activity on or off 
school property. 


SUMMARIZATION OF DRUG AND ALCOHOL ADMINISTRATION GUIDELINES 


IMMEDIATE 
ACTION 


The student is 
informed of 
available help and 
encouraged to 
seek assistance. 


The student is 
informed of 
services available 
and encouraged to 
seek assistance. 


Standard first-aid 
procedures will be 
followed. The 
nurse will be 
summoned 
immediately. 
Student will be 
transported to 
medical facility. 


Principal is 
summoned. 
Paraphernalia is 
confiscated. Staff 
member writes an 
anecdotal report of 
the incident. 


The chaperone 

will contact the 
group advisor or 
administrator. An 
anecdotal report of 
the incident will 
be written and 
submitted to the 
principal. 


INVESTIGATION 


The staff member 
contacts the 
counselor, nurse or 
principal for 
assistance. 


A staff member 
may request advice 
from the Drug & 
Alcohol counselor, 
counselor, nurse or 
principal. 


The principal will 
investigate the 
incident. This may 
include a search of 
the student, locker, 
& other 
possessions. 


The student, his/her 
locker, and other 
possessions will be 
searched by 
principal or his 
designee. 
Confiscation of 
substance and/or 
paraphernalia. 

The student and 
his/her possessions 
will be searched by 
principal or his/her 
designee. 
Confiscation of 
substance. 


NOTIFICATION 
OF PARENTS 


Limited to 
behavioral 
problems and/or 
performance 
indicators. 


Only with the 
consent of the 
student, unless 
there is a clear and 
imminent danger. 


Immediate 
notification of the 
incident in the 
case of a health 
problem or 
medical 
emergency. 


Yes, if evidence 
warrants. 
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NOTIFICATION 
OF POLICE 


Not applicable. 


Not applicable. 


Only in cases 
where the safety of 
the emergency 
victim or school 
population is at 
risk. 


At the discretion 
of the principal. 


At the discretion 
of the principal or 
his/her designee. 


DISPOSITION 
OF 
SUBSTANCE 
Not applicable. 


Not applicable. 


Analysis will be 
made. Any 
substance found 
will be provided to 
authorized 
medical personnel 
for identification 
and aid in 
treatment of the 
emergency. 
Analysis, if 
warranted. 


Analysis will be 
made for possible 
use in further 
proceedings. 


DISCIPLINE / 
REHABILITATION 


None. Referral to the Core Team. 


None. Referral to the Core Team. 


Referral to the Core Team. If 
there is evidence of violation, see 
appropriate situational category. 


Required meeting with the Core 
team. If there is evidence of a 
further violation, see appropriate 
situational category. Informal 
hearing. 3 days in-school 
suspension. 


The student will be sent home 
immediately at parental expense 
or detained until a parent can 
accompany the student. Further 
discipline as provided by the 
appropriate situational category 
will be administered following the 
principal’s investigation. 


SITUATIONAL 
CATEGORY 


6. A student 
possesses, uses, or 
is under the 
influence of drugs 
or alcohol. 

First offense. 
Cooperative 
behavior. 


7. A student 
possesses, uses, or 
is under the 
influence of drugs 
or alcohol. 

First offense. 


Uncooperative 
behavior. 


8. A student is 
caught again in 
possession, use, or 
under the 
influence of drugs 
or alcohol. 


9. A student is 
distributing a 
drug, alcohol or 
controlled 
substance. 


IMMEDIATE 
ACTION 


Principal is 
summoned. Staff 
member writes an 
anecdotal report of 
the incident. 


Principal is 
summoned. Staff 
member writes an 
anecdotal report of 
the incident. 


Principal is 
summoned. Staff 
member writes an 
anecdotal report of 
the incident. 


Principal is 
summoned. Staff 
member writes an 
anecdotal report of 
the incident. 


INVESTIGATION 


The student, his/her 
locker, and other 
possessions will be 
searched by the 
principal or his/her 
designee. 
Confiscation of 
substance. 


The student, his/her 
locker, and other” 
possessions will be 
searched. 
Confiscation of 
substance. 


The student, his/her 
locker, and 
possessions are 
searched. 
Confiscation of 
substance. 


The student, his/her 
locker, and 
possessions are 
searched. 
Confiscation of 
substance. 


NOTIFICATION | NOTIFICATION 


OF PARENTS 


Yes, parental 
conference 
arranged 
immediately. 


Yes, requested to 
come to the school 
immediately. 


Yes, requested to 
come to the 
principal's office 
immediately. 


Yes, requested to 
come to the 
principal's office 
immediately. 


OF POLICE 


At the discretion 


of the principal. 


Yes, immediately, 
in order that they 
may take further 
action. 


DISPOSITION 
OF 
SUBSTANCE 
Analysis will be 
made. 


Analysis will be 
made for possible 
use in further 
proceedings. 


Analysis will be 
made for possible 
use in further 
proceedings. 


Analysis for use in 
further 
proceedings will 
be requested. 


DISCIPLINE/ 
REHABILITATION 


Referral to Core Team. Informal 
hearing. 3 day out-of-school 
suspension. Required attendance 
in student counseling program. 
Must meet with drug & alcohol 
counselor minimum of 2 sessions. 
Assessment by a licensed drug & 
alcohol facility within 10 days 
and compliance with its 
recommendation. Exclusion from 
extra-curricular activities at the 
discretion of the principal. 
Failure to comply with these 
stated recommendations will be 
considered uncooperative 
behavior and discipline 
procedures in Situational 

Category #7 will be enacted. 
Referral to Core Team. Informal 
hearing. 10-day out-of-school 
suspension. Required assessment 
by a licensed drug & alcohol 
facility within 10 days. Pre- 
expulsion hearing and/or a formal 
School board hearing for 
expulsion from school at the 
discretion of the Superintendent. 
The administration will require 
that conditions for the return to 
school following the suspension 
or expulsion include compliance 
with the recommendation of the 
facility. 

Referral to Core Team. Informal 
hearing. 10-day out-of-school 
suspension. Formal school board 
hearing for expulsion from 
school. The administration will 
require that conditions for the 
return to school following the 
expulsion include an assessment 
by a licensed drug & alcohol 
facility and compliance with the 
recommendations of the facility. 
Same as in Situational Category 
#8. 


CONFIDENTIALITY: School personnel and members of the Board of Education shall maintain the confidentiality of incidents involving drug possession, use or 
exchange. Information shall be released only as indicated in this policy and in keeping with existing regulations and laws. 
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EMERGENCY PROCEDURE - ILLNESS - INJURY 


It is the responsibility of school district personnel to administer first aid and to notify parents of emergencies 
of sickness or injury. If the school nurse is not in the building, the principal or teacher should do the following: 


Give immediate care 
Summon parents if possible 
If a serious case, call family physician or nearest doctor or ambulance. 
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Parents should be notified immediately, but tactfully, of a child's sudden illness or serious accident. If the 
parent cannot come for the child, the child should be taken home or to a doctor of the parent's choice or to the 


hospital. If the emergency is grave, there should be no delay in securing medical attention. 


Immediate care includes only emergency first aid. School personnel, including nurses, should never diagnose, 
treat, or prescribe any treatment or medication. 


Any student involved in an accident (minor or major) should be seen by the school nurse. The nurse is 
qualified to observe the student and to determine how the injury should be handled. Teacher involved should give 
needed information (where and when accident occurred) to the nurse. 
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EAST STROUDSBURG AREA SCHOOL DISTRICT 
PLANNING - THE KEYNOTE TO GOOD INSTRUCTION 


One of the most important aspects of effective teaching is careful planning and preparation. Thorough planning is 
essential to effectively enabling us to achieve desired goals and outcomes in the educational program of the pupils in 
our schools. Planning is a continuous process in which we provide for sequence, progression and progress that 
fosters a classroom atmosphere that is conducive to learning. 


1. TYPES OF PLANNING AND RESOURCES: 


Obviously, there is no one, single best way to plan for good instruction, just as there is no one single best 
method of teaching. However, research has proven that proper planning maximizes the opportunities for student 
success. 


A. Planning as an Individual: 


In this role, the instructor makes detailed long term and daily lesson plans. Planned Courses of Study must 
serve as the foundation for planning. 


B. Planning with Other Staff Members: 


Instructional planning must be based on the needs of students. Appropriate collegial planning and 
collaboration should occur where the program for students necessitates professional interaction for 
the development of a comprehension program. Collegial planning and collaboration are to occur with 
regard to the following: 

1. Inclusionary practices, 

2. Integration of content areas, 

3. Flexible grouping, 

4. Looping. 
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I. 


III. 


C. Resources to Be Utilized in the Planning Process: 


eee eee 


1. Cumulative record or development folders, 

. Report to parents record (Report Cards, etc.), 

. Health records, 

. Achievement and intelligence test records, 

. Planned Courses of Study, 

. Teachers’ manuals and syllabi, 

. Professional newsletters and publications, 
8. Diagnostic tests and state assessment results, 
9. Student portfolios 

10. Mainstreaming profiles. 


UN 
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D. Other Areas to be Referenced in the Planning Process: 


|. Department/Grade-level Meetings, 
2. Current research on best instructional practices, 
3. District initiatives (i.e. staff. development, induction, strategic plan, technology, etc.) 


COMPONENTS OF A WELL-DESIGNED LESSON PLAN 


A. Outcomes to Be Demonstrated: 


Outcomes should be stated in active verbs that reflect what students can demonstrate, These outcomes 
should be reflective of state and local outcomes standards. Special attention should be given to student 
achievement using the levels of Bloom's Taxonomy (i.e. knowledge, comprehension, application, analysis, 
synthesis, evaluation, judgment). 


. Procedures and Content of Lesson: 


The instructor knows what actions are to be taken and knows what parts of the plan are to be carried out 
in a sequential format. Pay special attention to the varied learning styles of your students in developing 
lesson activities. Remediation and enrichment should be implemented based on student achievement. 


. Materials and Resources: 


The instructor knows what items will be required and what services and facilities will be needed. 
Materials and resources which are selected should be appropriate to the varied needs of learners, 


reflecting a wide variety of alternatives (i.e. technology, community resources, audio-visual 
items, learning centers, manipulatives, etc.) 


. Assessment and Follow -up: 


The instructor has decided upon some means of finding out whether or not you have achieved what you 
set out to do. Provide a method of assessment that best suits the lesson and satisfies the stated 
outcome/outcomes. Varied means should be employed to evaluate student learning achievement. 


INSTRUCTION PLAN RECORDS (LESSON PLANS) 


A. All teachers and instructional aides in the East Stroudsburg Area School District are expected to keep a 


written record of their instructional plans. Written lesson plans are required to be completed three (3) 


days in advance of the day of instruction. Such instructional plans should be accessible at all times to 
substitute teachers. 
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B. Building administrators and supervisors are responsible for monitoring instructional plan books of their 
respective teachers. 


C. Updated emergency plans for three (3) days in addition to daily lesson plans will be available to the 
building administrators at all times. The purpose of emergency plans is to serve as an instructional 
resource should there be a problem with implementing the regular plans. 


D. Lesson plan books will be submitted to the building administrators at the conclusion of the last day of 
the school year as part of closing duties. 


EVALUATION 
PHILOSOPHY OF EVALUATION 


It is our belief that evaluation is a necessary, desirable and therefore, appropriate function of the school district 
in addition to being a legal requirement. 


The major purpose of evaluation.is to improve the competency of the staff and thereby, the quality of 
instruction received by the students in be East Stroudsburg Area School District. 


For evaluation to be constructive a common ground of expectations needs to be established. The objectives, 
guidelines and other documents that follow have been mutually developed by a committee of teachers and 
administrators in the East Stroudsburg Area School District to provide that necessary common ground. 


Evaluation is important to the evaluator and evaluatee. In both roles it can facilitate continued professional 
growth and skill development. For this reason we believe in the availability of a variety of forms of evaluation, i.e., 
supervisory evaluation, self-evaluation and subordinate evaluation. 


OBJECTIVES OF EVALUATION 


To help teachers improve teaching performance. 

To provide incentives for professional growth. 

To expand and strengthen subordinate/superordinate relationships. 
To be practical in terms of expenditure of time and money. 

To be fair and objective in implementation. 

To satisfy appropriate state and district requirements. 
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DEFINITION AND TYPES OF EVALUATION 
Evaluation Defined 
Supervisory evaluation shall be defined as the completion of an Evaluation Form (Form #1). When it is 
appropriate to do so, supervisors are encouraged to complete more than one Narrative Form (Form #2) to accompany 
and substantiate the items checked on the Evaluation Form (Form #1) and also to provide the supervisor with an 
opportunity to commend outstanding work. 


Written Narrative Forms (Form #2) may be the result of: 


a. formal and informal on-site classroom observations and/or 
b. formal and informal observation and analysis of professional activity outside the classroom. 
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A minimum of one formal type "a" written Narrative Form (Form #2) must be completed for each 
probationary, tenured and long-term substitute employee each year and will be the result of an observation of at least 
one class period or its equivalent. 


Supervisory Evaluation (Required Minimum) 
Probationary employees are to be evaluated at least two times each school year, once each semester. 
Tenured employees are to be evaluated at least once each school year. 


Long-term substitute teachers are to be evaluated at least once each semester. 


Self-Evaluation (Optional) 


Probationary and tenured employees are encouraged to view a video tape of their teaching from time to time 
and indicate on the appropriate form that they have done so. (This form may be filed in the employee's folder.) 


Peer Evaluation (Optional) 


A person may select a peer within the district to observe him/her and provide him/her with feedback. If it is 
desired by the person requesting the peer evaluation, a Peer Evaluation Form may be filed in his/her folder. 


Subordinate Evaluation (Optional) 


Every employee is encouraged to seek formal and informal feedback from his/her subordinates. 


MISCELLANEOUS PROVISIONS 


L Supervisory evaluation shall be substantiated by anecdotal records and should be discussed with the 
employee within five working days after the final observation preceding the rating. The discussion may 
take place before or after the evaluation is approved by the Superintendent. 
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The evaluatee shall be given the opportunity to sign his/her Evaluation Form. Refusals to sign shall be 
recorded and dated on the form provided for such use. (Form #5, "Attestation of Employee Option not 
to Sign Evaluation Form.") The evaluatee shall be notified, in writing, of this notation within ten days. 


3. Two consecutive unsatisfactory evaluations of a tenured employee shall be necessary to dismiss on the 
grounds of incompetency. This requirement insures that dismissal is not based on the first instance of 
unsatisfactory performance, but that dismissal follows notice and an opportunity for the tenured 
employee to improve. 


4. The district superintendent shall approve and sign the Evaluation Form when an unsatisfactory rating is 
recorded. 


5.  Anevaluatee may appeal the rating shown on the Evaluation Form (Form #1) by presenting an appeal, 
in writing, to the administrator who prepared the evaluation within five days of the date that the evaluatee 
was informed of the evaluation. 


If the matter is not resolved satisfactorily between the evaluatee and the administrator within ten days of the 
date the evaluatee was informed of his evaluation, the evaluatee may submit an appeal to the superintendent. 
Such appeal shall be made, in writing, and must be presented within fifteen days of the date the evaluatee was 
informed of the evaluation. 
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DEFINITION OF TERMS USED ON THE EVALUATION FORM (FORM #1) 


Following is a listing of each of the four major headings and also the sub-headings contained on the 


Evaluation Form followed by a statement to help further clarify the sub-heading. 


I. 


II. 


PERSONALITY 


Uses appropriate judgment - One who makes decisions that are generally viewed as appropriate by most 
people. 


Maintains personal hygiene - One whose cleanliness and other health habits meet standards that are acceptable 
to most other professional people. 


Maintains poise and composure - One who retains control of his/her emotions so that he/she can successfully 
complete the task at hand. 


Maintains professional attitudes - One whose demeanor in any situation exemplifies those moral and ethical 
standards generally accepted by the profession. 


Exhibits humanness - One who denfonstrates the ability to cooperate and communicate clearly with others. 


PREPARATION 


Utilizes appropriate strategies - One who analyzes individual student needs and selects materials, groups 
students and utilizes instructional and evaluative approaches which are well-suited to the instructional 
objective(s). 


Demonstrates appropriate language usage - One who uses error-free written and spoken language in any 
situation on a level that is understandable to his/her audience. 


Demonstrates a willingness to cooperate in the achievement of district goals - One whose written plans and all 


of his/her activities enhance any written district goals and are within the guidelines of other written materials, 
such as departmental goals, curriculum guides, district policy guides and building handbooks. 


Evidences planning which reflects short and long range objectives and activities - One whose teaching plans 


include objectives, procedures and activities for the quarter, semester and/or school year as well as daily and 
weekly plans, all of which are coordinated with departmental, school and district objectives as set forth in 
curriculum guides, IEP's and the district Long Range Plan. 


Strives for professional growth - One who is actively pursuing new knowledge and skills in his professional 
field through any of a variety of means such as professional reading, enrollment in graduate courses and 
conference and workshop attendance. 


Provides appropriate instructional material to meet the student's needs - One who analyzes each student's 


needs, selects instructional material for each on that basis as opposed to simply utilizing materials because 
they are conveniently available. 
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III. TECHNIQUE 


Communicates with parents about student's progress - One who readily communicates with parents about the 
student's progress in a clear, concise and timely manner, in writing, by telephone or personal conference as the 
situation requires. 


Demonstrates ability to organize for instruction - One who is attentive to the proper and orderly 
arrangement logistics of instructional materials and equipment, proper staffing, student grouping and 
scheduling for successful instructional activity. 


Encourages students with appropriate reinforcement - One who consistently rewards desired behaviors through 
positive feedback and who generally avoids punitive techniques. 


Provides an educational atmosphere consistent with instructional goals - One whose techniques foster a 
climate in which students can grow toward the instructional goals and objectives contained in the Long Range 
Plan and in the local curriculum guides. 


Provides for individual student differences - One who tailors lesson planning elements such as pacing, level of 
reading material, etc. in accordance with students' various needs, abilities and interest. 
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Utilizes appropriate activities - One who uses many and various appropriate activities which involve students 
in the learning process and makes effective use of instructional time. 


IV, PUPIL REACTION 


Demonstrates work/study habits - Those who do their school work in and out of class in a manner that reflects 
generally acceptable standards for their level. 


Evidences communication skills - Those who speak, write and listen clearly and accurately on a level 
appropriate to their development and their level. 


Exhibits behaviors conducive to learning - Those whose demeanor in the classroom enhances rather than 
inhibits the teaching learning process. 


Participate in learning activities - Those who show they are actively (i.e., answering questions, working a problem) 
and/or passively (i.e., being attentive to discussion/instruction) participating in learning appropriate to their level. 
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EAST STROUDSBURG AREA SCHOOL DISTRICT #4117 (6 
East Stroudsburg, Pennsylvania 18301 Form #1 
EVALUATION FORM 
(Name) (Grade/Subject) (School) (Date) 
Status: Probationary Employee (1) Tenured Employee Long-Term Substitute 
(2) 
(3) 
Satistactory Satisfactory Unsatisfactory | N/A or Not 
But Needs Observed 


I. PERSONALITY 

Uses appropriate judgment 
Maintains personal hygiene 
Maintains poise and composure 
Maintains professional attitudes 
Exhibits humaneness 


II. PREPARATION 

Utilizes appropriate strategies 

Demonstrates appropriate language usage 

Demonstrates willingness to cooperate in achievement of goals 
Evidences planning which reflects short and long-range 
objectives/activities 

Strives for professional growth 

Provides appropriate instructional material to meet students’ needs 


III. TECHNIQUE 

Communicates w/parents about student's progress 

Demonstrates ability to organize for instruction 

Encourages students w/appropriate reinforcement 

Provides an educational atmosphere consistent with instructional 
goals 

Provides for individual student differences 

Utilizes appropriate activities 


IV. PUPIL REACTION 

Demonstrates work/study habits 
Evidences communication skills 
Exhibits behaviors conducive to learning 
Participates in learning activities 


V. OVERALL RATING (I, II, III, IV) 


Improvement 


Additional comments should be made on a Narrative Form (Form 42) and attached to this document. Supervisors are required to complete 
at least one Narrative Form with each Evaluation Form to substantiate the checkmarks made on this form. It may be appropriate to attach 


more than one Narrative Form to this Evaluation Form. 


Signature of Rater 


Date 


I have seen and reviewed this evaluation and have received a copy for my file. 


Signature of Employee 


Signature of Superintendent 
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Date 


Date 
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Form #2 
EAST STROUDSBURG AREA SCHOOL DISTRICT 
East Stroudsburg, Pennsylvania 18301 
NARRATIVE FORM 
Name Grade/Subject School 

NARRATIVE COMMENT: This should include, but is not limited to: 

1. TEACHER: Personality, Preparation, Technique 

2°PUPIL: Reaction 

3. SUGGESTIONS FOR IMPROVEMENT 
Observation Date: Observation Time: Conference Date: 
DATE: EVALUATOR: 
I have seen and reviewed this narrative and have received a copy for my file. 
TEACHER’S SIGNATURE: DATE: 
1/25/94 - 10/24/95 Form #2 

#4117 (8 
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Form #3 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
East Stroudsburg, Pennsylvania 18301 


DOCUMENTATION OF PEER EVALUATION 


This is to certify that on a peer evaluation was 


(Month/Day/Year) 


conducted for 
AAA AAA AAA EE 


(Name of Evaluatee) 


by 
(Name of Evaluator) 


Signature - Evaluatee Date 


Signature - Evaluator Date 


(NOTE: This form is to be filed in the Evaluatee’s personnel folder.) 
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#4117 (9 
Form #4 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
East Stroudsburg, Pennsylvania 18301 


DOCUMENTATION OF SELF - EVALUATION 


This is to certify that on a self-evaluation 


(Month/Day/Year) 


was conducted by viewing a video-tape of my performance, which was made on à 
(Month/Day/Year) 


Signature - Employee 


Date 
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#4117 (10 
Form #5 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
East Stroudsburg, Pennsylvania 18301 


ATTESTATION OF EMPLOYEE OPTION NOT TO SIGN EVALUATION FORM 


Thereby attest that the completed Evaluation Form (Form #1), to which this document is attached, 


was seen by the employee whose name appears thereon, and that he/she has had the opportunity to sign 
the 


Evaluation Form (Form #1), but has chosen not to do so. 


Signature Date 


(Employee Other Than Rater) (Month/Day/Year) 


Title 
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III. 


#6153 
EAST STROUDSBURG AREA SCHOOL DISTRICT 


FIELD TRIP POLICY 


PURPOSE 


A. The purpose of field trips is to afford a first-hand educational experience not available in the typical 
educational setting as well as the opportunity to become familiar with real things/concepts in their 
actual environment(s). (PA School Code 517, 1361). 


The Board of Education (Board) of the East Stroudsburg Area School District (District) recognizes that 
field trips, when used as a device for teaching and learning integral to the curriculum and/or extra- 
curricular activities, are an educationally sound and important ingredient in the instructional and/or 
extra-curricular program of the schools. Properly planned and executed field trips can: 


la 
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Supplement and enrich classroom activities by providing learning experiences in an environment 
outside the school setting; 

Arouse new interests among students; 

Help students relate school experiences to the reality of the world outside of school; 

Bring outside resources (i.e. natural, artistic, industrial, commercial, governmental, educational, 
etc.) within the realm of a student's learning experience; 

Offer an excellent link connecting the school and community, helping school staff to relate the 
instructional program to the practical aspects of life itself; and/or 

Provide an opportunity for students to compete and/or showcase talents in a venue and/or under 
circumstances outside the regularly defined scope of the traditional in-school activity. 


DEFINITION 


A. 


The field trip is an instructional opportunity to enrich and extend the educational experiences of 
District students through participation in a school-related activity outside of the traditional 
classroom setting. For the purpose of this policy, a field trip shall be defined as any journey by 
pupils away from the school premises, under the supervision of a teacher, coach, advisor, director 
and/or other approved individual(s), which is accessory to an approved course of study in 
accordance with the students' respective grade level(s) and/or venue of competition/participation 
conducted for the purpose of affording a first-hand educational experience not available in the 
regular classroom and/or playing field and/or arena of performance. In furtherance, interscholastic 
sporting events are not considered field trips unless an overnight stay is involved and/or other 
extenuating/extraordinary circumstances warrant such. 


Field trips generally fall into one of the following categories: 
1. Curriculun/Instruction based field trips 


2. Club/Organizational field trips 
3. Contest/Competition field trips 


AUTHORITY 


A. 


Students on field trips remain under the supervision and authority of the Board and are subject to 
its rules and regulations. The Board shall have approval responsibility for those field trips which 
are planned to keep students out of the District overnight or longer, or which are over seventy-five 
(75) miles from the District. 
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B. The Board accepts no responsibility for student field trips not authorized by or under the direct 
supervision of the District. 


C. No student shall be permitted to transport himself/herself and/or any other student to or from the 
site of a field trip. 


#6153 (2 
DELEGATION OF RESPONSIBILITY 


A. The Superintendent shall prepare procedures for the operation of a field trip which shall ensure that the 
safety and well-being of students shall be protected at all times. This shall include procedures for 
administration of medication on field trips by non-medical staff. 42 Pa. C.S.A. S8541, et seq. provides 
that school districts and their employees enjoy absolute immunity from prosecution for negligent acts 
except under limited exceptions to the rule (42 Pa. C.S.A. S8850), (121AP). 


B. The building administrator and/or his/her designee shall recommend approval or disapproval of each 
proposed field trip taking into consideration the purpose, itinerary, and duration of each proposed trip. 
Each field trip will be properly planned, related to the curriculum or purpose of the extra-curricular 
activity, and followed up by appropriate activities which enhance its usefulness. Staff members 
requesting trips, with the approval of the building administrator and/or his/her designee, are allowed a 
considerable degree of professional flexibility and innovation in planning field trips. However, no 
prior commitments, promises or announcements are to be made relative to a field trip by the 
teacher/coach/advisor/director and/or other staff member(s) before necessary written approvals have 
been obtained. 


C. The Board expects responsible administrators to screen all field trip requests and base approval or 
denial on educational value, financing and availability of substitute staff, and availability of 
transportation equipment and staff. 


PROCEDURES: 


A. Field trips should preferably be taken during the time(s) that school is in session (i.e. within the regular 
school day). However, there may be exceptions under special circumstances. Such exceptions must 
obtain appropriate approvals. If a trip extends beyond regular school hours, staff members and 
chaperones are to remain at the school upon return until all students have safely departed the premises. 


B. Field trips must be arranged by the building administrator and/or his/her designee through the 
Superintendent's office by 


completing the FIELD TRIP REQUEST form (#6153- Form A). All field trips are subject to the 
approval of the Board and/or Superintendent and/or his/her designee. 


C. The building administrator and/or his/her designee shall approve the purpose, itinerary, and duration of 
each proposed trip 


as well as the list of chaperones for said trip as submitted on the appropriate form (#6153 Form-C or #6153 
Form F). The 


ITINERARY FOR FIELD TRIP form (#6153- Form C) is to be submitted for trips requiring an 
overnight stay or outside a 
seventy-five (75) mile radius of the District. 


D. In the event that a contest/competition is on the published schedule for a particular 
team/group/organization, the head 
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coach/advisor/director is responsible for making a formal request to the Director of Athletics and 
Activities in order to make arrangements for overnight accommodations should it be determined that 
there is a need for such accommodations. With the approval of the building administrator and the 
Director of Athletics and Activities (if the site of the event is deemed to be of a great enough distance to 
warrant an overnight stay), the request will be placed before the Board for approval. The head 
coach/advisor/director will be responsible to see that all appropriate required paperwork is submitted by 
students and their parent(s)/guardian(s). Copies of such paperwork are to be kept on file by the 
building administrator and/or his/her designee and the Director of Athletics and Activities. 


In the event that individual student competitors, student-athletes and/or full teams/clubs/organizations 
representing the District qualify for PIAA or PMEA district and/or regional and/or state level 
competition that may require overnight accommodations and if the site of the event is deemed to be of 
great enough distance to warrant an overnight stay, the Director of Athletics and Activities shall seek 
Board approval on, at a minimum, a yearly basis for the authority to review and approve arrangements 
for such overnight accommodations. 


In the event that students are participating in a competition/festival sponsored by PMEA, in which 
those students are required to stay overnight, the current overnight field trip policy will be followed for 
the first day only when District staff members are required to accompany their students. After the 
initial day of the festival, PMEA guidelines will be in effect. The parent(s)/guardian(s) of District 
students participating and host parents at the site of the festival shall sign an agreement and permission 
slip which indicates acceptance of responsibility by PMEA once District staff members leave. 


Students must have written parental permission to attend a field trip. Such parental permission must be 
obtained before any student may be removed or released from school for a field trip. Parental 
permission is required for student-athletes if an overnight stay is part of the trip. 
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The Superintendent and/or his/her designee shall approve all field trips in advance. Field trips shall be 
subject to the availability of District resources. The Board shall approve those field trips which are 
planned for overnight or longer and/or trips over seventy-five (75) miles from the District. 


Transportation for field trips provided by faculty and/or volunteer parents/guardians in their private 
vehicles will not be considered. 


The District does not endorse, support, or assume responsibility in any way for any staff member of the 
District who takes students on trips not approved by the Board and/or Superintendent. No staff 
member may solicit students of the District for such trips within the facilities or on the school grounds 
of the District without the permission of the Board and/or Superintendent. 


As per approved guidelines set forth in the applicable student handbook, a student may be excluded 
from participation in a field trip. All decisions to exclude a student from a field trip should be made on 
a case-by-case basis. The building administrator must be consulted concerning the participation of 
students on a field trip. 


A ratio of ten (10) students per chaperone is required for every trip. All field trips shall have a 
minimum of one (1) chaperone. The extension of the number of chaperones can be made by the 
building administrator and/or his/her designee. Administrative approval must be obtained for all non- 
school personnel acting as chaperones. A list of all chaperones participating in a trip must be submitted 
to the building administrator and/or his/her designee on the appropriate form at least two (2) weeks 
prior to the date of the trip. Chaperones must be, at minimum, twenty-one (21) years of age. 
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M. No more than five (5) adults are permitted to ride on the same school bus unless deemed appropriate by 
the building administrator and/or his/her designee. At least one coach/advisor/director, faculty 
member, or chaperone will accompany each bus. 


N. Where a student having a disability, having a medical condition or requiring the administration of 
medication will be participating in a field trip, an appropriate District staff member (i.e. school nurse, 
health room assistant and/or other designee) should accompany such a field trip if the District 
determines that there is a sufficient medical need. Such a determination should be made in consultation 
with the school nurse, classroom teacher, any applicable supervisor, and the building administrator 
and/or his/her designee. Ultimately, the building administrator will be responsible for assigning and/or 
obtaining any necessary staff. Additionally, the following procedures shall be observed: 

Written parental permission will be obtained prior to the scheduled field trip 

2. Ifa school nurse, health room assistant and/or other designee is to accompany a field trip, it is the 
responsibility of the staff member(s) in charge and school nurse, health room assistant and/or other 
designee to predetermine a location where the school nurse, health room assistant and/or other 
designee can be easily located in the event of an emergency and/or for medication administration. 

3. Students who are capable of self-administering medication may do so under the supervision of a 
District staff member with written parental permission and a physician's written instructions prior 
to the field trip. " 

4. Each year, those staff niembers who are expected to monitor self-administration, whether in school 
or on field trips, will, at the direction of the building administrator, receive an orientation by a 
school nurse consistent with applicable guidelines and regulations. 

5. Any occurrence of monitored self-administration will be recorded on the FIELD TRIP RECORD 
OF MEDICINE DISPENSED form (#6153- Form D) by the staff member who monitors the self- 
administration. Attaching a copy of the AUTHORIZATION FOR MEDICATION DURING 
SCHOOL HOURS form (See Board Policy #5142.2) to Form D is a recommended procedural 
practice. 

6. The staff member(s) in charge of the field trip will obtain and maintain required paperwork. 

7. The FIELD TRIP PERMISSION FORM AND PARENT/GUARDIAN HOLD HARMLESS AND 
ACKNOWLEDGEMENT OF RISK AGREEMENT (#6153 - Form B) must be submitted for each 
student participating in any field trip, and the ITINERARY FOR STUDENT FIELD TRIP form 
(#6153- Form C) must be completed for a field trip requiring an overnight stay or outside a 
seventy-five (75) mile radius of the District. 

8. Parent(s)/Guardian(s) shall be informed in a timely manner, as per the District's Emergency 
Operations Plan, should their child suffer illness/injury that requires consideration for medical 
treatment by a physician/nurse. 

9. A designated staff member will store any necessary medication in a secure location. 


O. Current Act 34 (Background Clearance), Act 151 (Child Abuse History Clearance) and TB tine 
clearances must be obtained and submitted to the building administrator for any person acting as a 
chaperone on an overnight trip. 
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P. Upon returning from a field trip, the staff member in charge will complete and submit a FIELD TRIP 
SUMMARY form (#6153- Form E), making sure to report any difficulties or problems encountered 
during the trip directly to the building principal and, if applicable, the Director of Athletics and 


Activities. 


Q. The effectiveness of field trip activities is to be monitored and continually evaluated by the applicable 
administrator(s). 
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VI. 


GUIDELINES 


A. 


Field trips will be arranged, whenever possible, to utilize District transportation services. 


l. The staff member requesting the trip should contact the District transportation office regarding the 

availability and cost of transportation for the trip. 

The staff member requesting the trip will provide the transportation office with the destination of 

the trip and, if necessary, detailed directions. 

3. All trips will be scheduled from school to the destination and back to school. Special stops will 
not be permitted unless approved by the building principal with an itinerary attached in writing 
(ITINERARY FOR STUDENT FIELD TRIP #6153- Form C). Key elements of this itinerary will 
be provided to the driver prior to departure. 

4. Students are expected to abide by all bus riding rules as presented in applicable student handbooks 
and/or posted on the bus. 

5. — Coaches/Advisors/Directors, faculty members and/or chaperones will account for all students 
assigned to their bus(es) prior to departing from scheduled stops. 

6.  Coaches/Advisors/Directors, faculty members and/or chaperones in charge of each particular bus 
will inspect that bus.after all students have been discharged to check for damage and any articles 
that may have been left'behind. 

7. If any food and/or beverages are provided to the group, it is the group's responsibility to see that 
the bus is clear of any related debris. No glass containers will be allowed on the bus. 


N 


Field trips must be formally requested a minimum of thirty (30) days prior to the date of a day trip and 
sixty (60) days prior to the date of an overnight trip. Trips abroad must be individually approved by the 
Board a minimum of six (6) months prior to the date of the trip. A procedural plan and, if appropriate, a 
rain date must be part of any request in case an emergency cancellation/postponement is necessitated. 


Field trips will be approved by the building administrator and/or his/her designee only when such trips 
have a direct relationship to the curricular and/or extra-curricular program. 


The building administrator and/or his/her designee is/are responsible for ensuring that all activities are 
planned to provide for the safety and welfare of the students involved. 


If a registration fee is applicable, the registration form must be attached to the appropriate District check 
request form and submitted to the business office upon securing all appropriate approvals. Likewise, 
any transportation fee must also be attached to the appropriate District check request form and submitted 
to the business office upon securing all appropriate approvals. 


In the event some children are not able to afford the costs of field trips, the building administrator and/or 
his/her designee shall make arrangements for those students to participate at no cost. The building 
administrator and/or his/her designee should make all reasonable efforts to ensure that all applicable 
students are given an opportunity to participate in a field trip for which they are eligible. 


The FIELD TRIP PERMISSION FORM AND PARENT/GUARDIAN HOLD HARMLESS AND 
ACKNOWLEDGEMENT OF RISK AGREEMENT (#6153- Form B) shall be executed for each child 
participating in a field trip. The completion of this form is required for trips with a destination other 
than a District facility. The completed form shall be retained by the individual school for a one-(1) year 
period. Forms may be obtained through the school’s main office. When trips are planned to other 
District facilities (i.e. orientation programs, stage presentations, field days, etc.) during the school day, 
the building administrator and/or his/her designee will ensure that parents/guardians are notified in 
writing of such plans. 
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H. Overnight Field Trips 


The regular education program shall be given top priority. Therefore, whenever possible, overnight 
field trips should be taken when school is not in session. However, since it is not always possible to 
schedule overnight field trips during weekends or periods of vacation, the Board, at its discretion, may 
approve such trips. 


1. Two Categories of Overnight Field Trips 


a. 


Educational- These trips include tours of historical, cultural or scientific sites and/or exhibits 


directly related to 
the curriculum. 


1) Any entertainment on such trips shall be cultural and may include ballet, plays and 
concerts. These trips are not designed to include trips to amusement parks, student dances 
or other types Of social entertainment. 

2) These trips are generally designed for small groups of students specifically interested in 
learning about the tour subjects. 

3) Unless ten (10) students currently enrolled in the District are signed up for such a trip, the 
Board will not approve the trip unless extenuating circumstances warrant such approval. 


b. Representational/Competitive/Social- These trips are designed for some identifiable group 
such as the band, 

chorus, athletes/athletic teams or senior class to visit an educational site while representing the 

District and/or enjoying one another's company. 

1) The educational portion of the trip must meet standards similar to those of educational 
trips. The competitive/social aspects of the trip may include banquets, dances and trips to 
amusement parks. 

2) Unless at least sixty-six percent of the group's members sign up for the trip, the Board will 
not approve the trip. 

2. Regulations 

a. Classification and Rules Interpretation- The Superintendent and/or his/her designee will 
determine what classification is to be given each trip and will interpret the meaning and 
application of all rules. 

b. Enrollment- Each trip must meet the sign-up requirements for its classification or Board 
endorsement may be withdrawn. 

c. Cost- Trips must be reasonably priced. 

d. Missed Days of Instruction 

1) Students on Representational/Competitive/Social overnight trips may miss no more than 
one (1) day of instruction, unless extenuating circumstances dictate otherwise. Trips 
requiring students to miss more than one day of instruction must be categorized as solely 
Educational. 

2) The Board will not approve any trip which, in its opinion, requires students to miss an 
excessive number of days of instruction. 

e. Chaperones 


1) There must be a minimum of one (1) chaperone for every ten (10) students. 

2) Ifa trip is overnight, the Board will assume the cost for the staff member(s) involved. 
Other chaperone expenses will be paid by the group making the request or by the 
chaperone. 

3) Current Act 34 (Background Clearance), Act 151 (Child Abuse History Clearance) and 
TB tine clearances must be obtained and submitted to the building administrator for any 
person acting as a chaperone on an overnight trip. 
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3. Requests for Permission for an Overnight Field Trip 
a. Requests for an overnight field trip must be completed and presented to the building principal 
for approval a minimum of sixty (60) days prior to the date of the trip and prior to submission 
to the Superintendent and/or his/her designee and Board for approval. 
b. Allappropriate approvals must be obtained prior to soliciting participants. 


I. The following instructions are for the staff member(s) to follow in case of an emergency when on a field 
trip: 


l. Comprehensive and careful planning for a field trip will help ensure the overall safety of students. 
The staff member(s) conducting the field trip should investigate the site of the field trip, to the 
extent possible, prior to the actual trip. Items to be investigated include, but are not limited to, 
accessibility for physically disabled students, emergency contact individuals and their telephone 


numbers at the site, special facilities that are available for eating (if applicable), and toilet 
facilities. 
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The staff member(s) in charge should have at his/her/their immediate disposal a roster of the 
students on the trip and must secure a FIELD TRIP PERMISSION FORM AND 
PARENT/GUARDIAN HOLD HARMLESS AND ACKNOWLEDGEMENT OF RISK 
AGREEMENT (#6153- Form B) for each participating student. These forms should be taken on 
the trip and copies provided to the building administrator and Director of Athletics and Activities. 


3. In case of an emergency while on a field trip (e.g., lost student (s), physical injury, medical alert, 
etc.), the teacher and/or appropriate supervising staff member should refer to the District’s 
Emergency Operations Plan. 


J. The FIELD TRIP PERMISSION FORM AND PARENT/GUARDIAN HOLD HARMLESS AND 
ACKNOWLEDGEMENT OF RISK AGREEMENT (#6153- Form B) informs the parent(s)/guardian(s) 
of their responsibility for their child's behavior and states that students who violate school and/or trip 
rules may be sent home at parent/guardian expense. 


K. All school rules, regulations and policies as may be in effect at the time of any field trip shall remain in 
full force and effect for all students participating. Students who violate such rules, regulations and 
policies shall be subject to such disciplinary actions as may be provided for in such rules, regulations 
and policies. 


L. Bus drivers will not depart from any educational, athletic or other school field trip location without first 
confirming with the staff member(s) in charge that the event has reached its conclusion, all students have 
been accounted for, and roll has been taken. Trips requiring the use of multiple buses will depart, travel 
and park together. A lead bus will be determined by the transportation department prior to departure. 
Copies of maps and directions to locations will be made available to and/or disseminated from the 
transportation department. 


9 - 10/80 - 7/96 - 8/98 - 3/01 
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#6153 Form A 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
FIELD TRIP REQUEST FORM 
The top section of this form is to be completed by the staff member seeking permission to make the trip. It should be submitted 
to the building principal for approval at least thirty (30) days prior to the desired day trip date or sixty (60) days prior to an 
overnight trip. Buses and trips will be approved on a first-come, first-served basis. All field trips made during regular school 
days should be scheduled between 8:30 A.M. and 1:45 P.M. Drivers will be assigned by the Transportation Office. Do not 
request specific drivers. 


SCHOOL GROUP REQUESTOR 
DESTINATION GRADE(S/LEVEL(S) 
DIRECTIONS TO DESTINATION OBTAINED (Please check) C YES E NO 

DATE PLACE OF DEPARTURE (Be Specific) 

NUMBER OF STUDENTS MAKING TRIP NUMBER OF SCHOOL BUSES 
NEEDED 


BUS ARRIVAL TIME (For pre-departure reparation) 


BUS DEPARTURE TIME (After all pre-trip preparation is complete) 
RETURN TIME (When bus(es) arrive back at school for other duties) 


PURPOSE OF TRIP (Include relationship to present curriculum area being covered) 


NUMBER OF CHAPERONES REQUIRED (See Board Policy # 6153) * 
* List must be submitted to the building principal at least two (2) weeks prior 
to the date of the trip. 


PROJECTED COST OF TRIP: # of Substitutes X tt of Days = 
$ 
Transportation Costs (as is applicable) $ 
Admission/Registration Fees $ 
Miscellaneous (Please list) $ 
$ 
Grand Total 
$ 
PROCEDURAL PLAN/RAIN DATE IN CASE OF POSTPONEMENT/CANCELLATION: 
SIGNATURE -- Staff Member Making Request DATE 
SIGNATURE/APPROVAL -- Building Principal DATE 
SIGNATURE/APPROVAL -- Director of Athletics and Activities* DATE 
* As is applicable 
BUS AVAILABILITY -- Transportation Office DATE 
SIGNATURE -- Asst. Supt./Curriculum & Instruction DATE 
SIGNATURE -- Superintendent DATE 
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#6153 - Form A (2 


FOR TRANSPORTATION USE ONLY Dispatch Order # 


Dispatch Order To: # 
# : 
# 


Special 
Comments: 


Arrival at Home e Completion of 
Trip ‘ 


Departure Start of 
Trip 


Total Hours Total 
Miles 


DATE 
DRIVER 


2/90 - 8/96 - 8/98 — 3/01 
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FOR TRANSPORTATION USE ONLY Dispatch Order # 


Dispatch Order To: # > $ 


# 


Special Comments: 


Arrival at Home Completion of 
Trip 

Departure Start of 

Trip 

Total Hours = Total 


Destination and Description of Trip: 


Date of Trip jh / Estimated Hours of Trip: From 

— M (Depart) 

Grade/Class To ; 
— M (Return) 


Cost to Student (if any) 


As per Board Policy #6153, students must have written parental permission to attend a field trip. Such 
parental permission must be obtained before any student may be removed from school for a field trip. 
Parental permission is required for student-athletes if an overnight stay is part of the trip. 


The parent(s)/guardian(s) must supply the following information for all students attending this field trip 
by completing this form and returning to the school on the due date prior to the trip. 


Due 
Date: 
Name of Student D.O.B. 
/ / 
Address: 
(Street) (City) 
(State) (Zip) 
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A PARENT OR GUARDIAN CAN BE REACHED AT THE FOLLOWING TELEPHONE NUMBERS ON 
THE DAY OF THE ACTIVITY: 


Parent/Guardian #1: Name: Home # 
) 
Work # 
E 
Cell + 
( ) 
Parent/Guardian #2: Name: Home # 
( ) 
Work # 
C 2 
Cell # 
— 
PERSON(S) TO CONTACT IF A PARENT OR GUARDIAN CANNNOT BE REACHED: 
Contact #1: Phone #: 
( ) 
Contact #2: Phone #: 


( ) 


# 6153- Form B (2 


CHILD'S PHYSICIAN: Phone #: 
( ) 


PLEASE LIST ANY MEDICAL CONCERNS: 


PLEASE LIST ANY CURRENT MEDICATIONS: 


PLEASE LIST ANY KNOWN ALLERGIES (List any known allergies, including allergies to medications and/or 
treatments): 


In compliance with District policy, no student is permitted to carry any form of medication. Arrangements for 
transport of medication essential to your student's health should be made with the school nurse. If your student 
will need any medication during the trip, you are encouraged to accompany your student. 
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Parent(s)/Guardian(s) of student requiring daily medication must check one of the following: 


l. ___ I will accompany my student on the trip and will administer his/her medication/treatment/procedure at 
my Own expense. 
— I understand that my student will omit his/her daily scheduled medication on the day of the trip. 
—— My student may take his/her regularly scheduled medication upon returning to school. 
— My student is capable of self-administering his/her medication and has my permission to do so under the 
supervision of a 

District staff member. 


If you check #2, #3 or #4, please provide a doctor’s note of confirmation to the school nurse at least five (5) days 
prior to the scheduled field trip. 


DATE OF LAST TETANUS SHOT (If known): 


NAME OF MEDICAL INSURANCE COMPANY: 


POLICY NUMBER: " 


I/We hereby give my/our consent for to attend 


on 


(Name of Student) 
(Destination of Field Trip) 
. I/We understand the cost of the trip for my child to be . Uwe 
waive any and all claims 
(Date of Field Trip) (Amount) 
against the East Stroudsburg Area School District (District) for any personal injury which might occur. In case of 
accident, illness, injury or emergency, I/we authorize the officials of the District to contact directly the persons 
named on this form. In the event parent(s)/guardian(s), physician, or other persons named on this form cannot be 
contacted, I/we, the undersigned, authorize school officials to take whatever action is deemed necessary for the 
health and safety of my/our student and to consent to any ambulance or other emergency vehicle transportation, x- 
ray examination, anesthetic, medical, or surgical diagnosis or treatment and hospital care to be rendered to the 
above-referenced student under the general and special supervision, and on the advice of a physician and/or 
surgeon listed under the provisions of the Medical practice Act of 1985, 63 P.S. SS422.1 or, if in another state or 
country, the law governing the practice of medicine. 
—————— EES 
Signature of Parent(s)/Guardian(s) 
Date 


Agreement to Field Trip Rules: 


I/We the parent(s)/guardian(s) of acknowledge that I/we are responsible for 
my/our child's behavior and 


(Name of Student) 
should my/our child violate school and/or trip rules, he/she may be sent home at my/our expense. I/We also agree 
that all school rules, regulations and policies as may be in effect at the time of any field trip shall remain in full 
force and effect for all students participating; and violations of such rules, regulations and policies shall be subject 
to such disciplinary actions as may be provided for in such rules, regulations and policies. My/Our signature 
below signifies our agreement to the above and certifies that I/we have informed my/our child as such. 


(Signature of Parent(s)/Guardian(s) (Signature of Student) 
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#6153- Form C 
EAST STROUDSBURG AREA SCHOOL DISTRICT 
ITINERARY FOR STUDENT FIELD TRIP 
NOTE; MUST BE COMPLETED FOR TRIPS REQUIRING AN OVERNIGHT STAY OR OUTSIDE A 
SEVENTY-FIVE (75) MILE RADIUS OF THE EAST STROUDSBURG AREA SCHOOL DISTRICT. MUST BE 
SUBMITTED TO THE BUILDING PRINCIPAL AND, AS IS APPLICABLE, THE DIRECTOR OF ATHLETICS 
AND ACTIVITIES AS PER BOARD POLICY #6153. 


Name of Activity: 


staff Member in Charge: 


School: 


Date Submitted: 


Names and Phone Numbers of Students on this Trip: 


STUDENT NAME PHONE NUMBER 


AJJ eJn 


Ke) 


Continue on an additional form if necessary and attach. 


Names and Phone Numbers of Chaperones on this Trip (Must be Approved): 


CHAPERONE NAME PHONE NUMBER 


Continue on an additional form if necessary and attach. 


Date and Time of Departure from East Stroudsburg Area School District: 


Site of 
Departure: 
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Destination and Estimated Time of Arrival: 


Planned Route of Travel to Destination (include all planned stops): 


—————————————————————————————————————————————————————————ÁÁ———— 


—^—^—^——————————————— EE 
#6153- Form C (2 


Description of Activities and Sites 
Visited: 


Lodging (if 
applicable): 


Cost Involved to Students: Cost Involved to District: 


Estimated Date and Time of Departure fof Return to the District: 


Planned Route of Travel for Return to the District: 


————————————————————————————————————————————— 
——————————————————————————————————————Á——————————————————À 
aIo 


Estimated Time of Arrival Upon Return to the District: 


Name of District Staff Member Acting as the Contact Person for the Trip: 


School Phone 
#: 
Home Phone 
#: 
Cell Phone 
#: 
FAX 
#: 
Phone # at Site of the Trip (if 
available): 


SIGNATURE/APPROVAL-- Building Principal: DATE: 


SIGNATURE/APPROVAL—Director of Athletics and Activities*: DATE: 
*As is applicable 


61 


#6153 Form C (3 


Additional Names and Phone Numbers of Students on this Trip: 


#6153- Form C (4 


Additional Names and Phone Numbers of Chaperones on this Trip (Must be Approved): 
PHONE NUMBER 


3/01 
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" EAST STROUDSBURG AREA SCHOOL DISTRICT 


FIELD TRIP RECORD OF MEDICINE DISPENSED 


Student Name: Grade: 


Medication: 


Date Time Medicine and Dosage 


#6153- Form D 


Student 
Initials 


A copy of this record will be kept on file in the student health record for a period of one year. 


Student Signature: Initials 


Faculty/Staff Signature: Initials 


Faculty/Staff Signature: 


Initials 


Faculty/Staff Signature: 


Initials 


Faculty/Staff Signature: 


Initials 


Faculty/Staff Signature: 


Initials 


3/01 


Teach: 
Initia! 


#6153- Form E 
EAST STROUDSBURG AREA SCHOOL DISTRICT 


FIELD TRIP SUMMARY REPORT 
(To be completed after trip) 


Summarize the reactions of students and the instructional benefits experienced: 


Please describe any problems and/ or difficulties encountered during the trip and actions taken: 


Statf Member Submitting: Date: 


Reviewed by: 


Building Principal Date: 
Director of Athletics and Activities*: Date: 
*As is applicable 


3/01 
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#6153- Form F 
EAST STROUDSBURG AREA SCHOOL DISTRICT 
FIELD TRIP CHAPERONE LIST 
Name of Activity: 
Date of Activity: 
Staff Member in Charge: 


School: 


Date Submitted: 


This completed form must be submitted to the building principal at least two (2) weeks prior to the date of the 
trip. 


Names and Phone Numbers of Chap — on this Trip: 
CHAPERONE NAME PHONE NUMBER 


DATE RECEIVED BY BUILDING PRINCIPAL 
SIGNATURE/APPROV AL —RBuilding Principal 


DATE 
3/01 
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#6150 
EAST STROUDSBURG AREA SCHOOL DISTRICT 


USE OF INSTRUCTIONAL MEDIA POLICY AND PROCEDURES 


I. INTRODUCTION 


The East Stroudsburg Area School District advocates the use of instructional media materials in the classroom. 
Instructional Media materials are considered legitimate, whether they are rented, borrowed, or purchased as long as 
all of the following apply: 


1. The program is not in violation of copyright laws. (If you have any copyright questions, please call the CIS 
Office.) 


2.The program is related to the curriculum as outlined by East Stroudsburg Area School District Board of 
Education policy #1151. 


3. The program is academically enlightening. 


4. The program is not used to replace face-to-face, teacher-conducted instruction. 
Commercially produced programs shown for entertainment purposes are not considered legitimate. 


II. EDUCATIONAL VALUE 


Any program shown must have appropriate curricular application and must significantly support the established 
course goals and/or objectives. Also, the time reserved for showing the material must not outweigh the time used for 
face-to-face instruction. 


III. VIEWER SUITABILITY 


The Motion Picture Association of America (MPAA) rates videos on a G, PG, PG-13, R, E, etc., rating. 
Videos rated G would be considered congruous for audiences of all ages. When showing a video with a more 
restrictive rating or a video that has not been rated by the MPAA, the teacher must carefully surmise first the 
educational value of the program and the age and maturity of the intended audience. It is expected that such material 
be intensively previewed by the teacher, coordinator, and administrator if necessary. 


IV. PROCEDURE FOR SHOWING VIDEOS RATED OTHER THAN G - INCLUDING NON-RATED 
PROGRAMS 


After a non-G program has been carefully previewed, written application for permission to show the program 
must be submitted to the building principal for approval. The principal will decide whether the program is 


appropriate or whether parental notification should be required. Such approval should be sought no later than three 
(3) days prior to intended use. 


FIRE PREVENTION WEEK AND DRILLS 


Know the location of alarm boxes and fire extinguishers. You may be called upon for either. 


Teachers must point out exits and areas to reassemble. Make sure the distance is away from the building so as 
not to hamper firemen and fire trucks. 
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Directions for exiting building from each room should be posted. Checks must be made so that everyone exits 


the building (lavatories, etc.) during the fire drill and designate area locations outside of the building for those who 
are scheduled to exit. 


Roll books are to be taken with you upon leaving the building. Upon reassembling, roll will be taken. 
Missing students are to be reported to the firemen and high school office. 


The building is to be evacuated by all students and faculty. All fire drills are timed and reported to the state. If 


you have the procedure set up in advance (windows, doors, roll books. knowledge of exit, rapid but safe movement), 
then all things should run smoothly. 


Teachers must see that the lights are off and the door and windows are closed. The fire drill order posted in 
each room gives a quick reference to the stairs, exits, and outside location for that room. Students are to be informed 


of this information. During an actual fire. teachers are to move students as far from the building as is physically 
possible. 


A person who knowingly causes a false alarm or other emergency to be transmitted to or within any 
organization (official or volunteer) commits a MISDEMEANOR OF THE FIRST DEGREE. Refer to Chapter 11, 
Pennsylvania Criminal Code, "Authorized Disposition of Offenders." 


A person who has been convicted of an offense may be sentenced to pay a fine of ...510,000.00, in addition... a 


person who has been convicted of a misdemeanor of the First Degree may be sentenced to imprisonment for a 


definite term which shall be fixed by the court and shall not be more than five years. Refer to Pennsylvania Criminal 
Code, Section 4905. 


FIRE DRILL PROCEDURE 


Emergency escape route maps are posted in each class room and common areas. Please take note of where you are to 
exit and go over this with your students on the first day of school so that students are aware of where to properly exit. 
All teachers must take role and report results to the area leader. 

After role is taken: 

those exiting into the front parking lot will report to Cathy West, 

those exiting into the faculty parking lot from wing 1 will report to Cathy West 

those exiting into the faculty parking lot from wing 2 will report to Alice Crossan 

those exiting into the faculty parking lot from wing 3 will report to Rose Buonacore, 

those exiting into the student parking lot will report to Sue Wilson 

those exiting into the back lot will report to the new office secretary. 


Area leaders will then make sure that all teachers in their area have reported to them and in turn will report to Cathy 
West so that an all clear can be reported and students can go back to class. 


LIBRARI 
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FIRST PERIOD TEACHERS 
All Ist period teachers are to be responsible for the following: 


Attendance 

Orderliness of classroom - students are to sit in their respective seats 

Hall area immediately in front of the classroom door. 

Reading bulletins and other important notices to students in homeroom. 

Any other responsibility deemed by the principal as good for the well- being of the school. 


HALLS 


ALL TEACHERS ARE REQUIRED TO BE ON DUTY OUTSIDE THE CLASSROOM DOOR AT THE 
BEGINNING AND END OF EACH CLASS AND BETWEEN CLASSES. EACH TEACHER IS RESPONSIBLE 
FOR TRAFFIC IN THE VICINITY OF HIS/HER ROOM. THIS INCLUDES “DROP-IN” VISITS TO THE LAVS 
WHENEVER POSSIBLE TO DETER SMOKING AND VANDALISM. 


When faculty members leave a classroom (unless they have an assignment elsewhere), they should await the 
arrival of the teacher who will be taking over the room or lock the classroom door. Teachers should arrive at their 
assignment as promptly as possible. ` 


Classes must be dismissed promptly when the passing bell rings in order to prevent congestion in the halls. 
Under no circumstances should classes be dismissed prior to the bell unless instructed to do so by the administration. 


Students are not permitted to loiter in the halls during class time. Students staying to work with a teacher must 
stay in the classroom and not loiter in the halls. 


Students who request to leave homeroom and classrooms must have a pass from the receiving teacher before 
the regular teacher may dismiss said student. Do not permit students to leave unless you are certain it is necessary. 
The rule is that a student must stay in the room unless there is an emergency. 


HALL DUTY TEACHERS 


These teachers are responsible for general conduct of the student body in the assigned area. They are also to 
assume the responsibility of any homeroom that is not covered by a staff member or substitute. 


#5148 
HEALTH SERVICES 


A comprehensive health record is kept for each student in the East Stroudsburg Area School District. All 
district students are weighed, measured and vision screened annually. Hearing testing is done annually for students 
in kindergarten through grade 3, grade 7, grade 11, and for all students with known hearing losses and students new 
to Pennsylvania schools. 


Students in grades 6 and 7 are mandated by the Pennsylvania Department of Health to be examined for 
scoliosis. Information regarding scoliosis screening will be sent to parents via the nurse’s office. 


In regards to school physicals, according to the Pennsylvania Public School Code Section 1402e: “The 
school physicians of each district or joint board shall make a medical examination and a comprehensive appraisal of 
the health of every child of school age, (1) upon original entry into school in the Commonwealth, (2) while in sixth 
grade, (3) while in eleventh grade. 
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Any child of school age may furnish the local school officials with a medical report of an examination at 
his/her expense by his/her family physician. Examinations shall be submitted prior to the date of regularly scheduled 
school examinations and no earlier than four months prior to the opening of the school term. 


Parents/guardians who choose to have their child examined in school by the school physician will be 
notified of the time and date of the examination. Parents/guardians are encouraged to be present during the 
examination. Parent/guardian notification of the state mandated physical examinations will be mailed to the home. 


Please note District Policy states that: “Students who fail to complete and/or submit acceptable evidence of 
required medical examinations within the appropriate time period will not be admitted to school the following school 
year unless and until acceptable proof of compliance is received.” 


Students who participate in the district’s athletic program are required by PIAA regulation to have a 
physical examination before participation. For fall sports, the physical must be done after June Ist. For winter and 
spring sports, the physical must be done no more than six (6) weeks prior to the beginning of each season practice. 
School athletic physical dates are announced through the athletic office. In lieu of a school examination, students 
may submit an athletic physical exam form and a PIAA card completed by the family physician. This information 
must be submitted before a student is allowed to practice. 


Parents/guardians will be contacted if a referral to a physician is needed after school screenings. If a 


parent/guardian informs school officials of financial inability to have a physician render treatment or care, the school 
officials shall advise parent/guardian of the possible availability of public assistance. 
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MEDICATION POLICY 
East Stroudsburg Area School District 
Administration of Medication During School Hours and for School Related Activities 
General Guidelines 


Introduction 

Whenever possible, parents are requested to administer medication at home. If this is not possible, the parent may 
request the school staff to administer medication at the scheduled time. Medication, including aspirin or other over- 
the-counter medications, will be administered only upon written order from a physician and in accordance with this 
Board policy # 5142.2. All requests shall be reviewed by the school nurse. 


Objective 
To administer medications ordered by a physician that is necessary to allow the student to maintain sufficient health 
to attend school. 


Procedure 

An "Authorization for Medication During School Hours" form must be completed by the physician and signed by the 
parents before medication can be given in school or at a school-related activity. In the absence of this form, there 
must be a written order from the physician and a note from the parent requesting administration of the medication. 


E 


"Authorization for Medication During School Hours" form should include: 

e Name of student, 

e Date, 

e Diagnosis, 

Medication, dosage, time schedule, and duration, 

Special conditions to observe, 

Physician’s signature, address, and phone number (fax number, if possible), 
Parent’s signature. 


Medication must be in a properly labeled container (by the physician or pharmacy). 

The supply of medication brought to school must be documented. 

Parents/guardians are requested to bring all medication to school. 

Medications are kept in a locked area in the nurse’s office or, where necessary, in the refrigerator. 


The school nurse has primary responsibility for the administration of medication including: 

Conferring with physician and/or parent/guardian, 

Informing, when appropriate, school staff regarding a student’s medication requirements, 

Administering and recording of medication data, 

Reporting to physician and/or parent. 

The nurse may refuse to administer any type of medication. The parent/guardian will be notified of this action. 
Written documentation of medication administration will be kept. 


In the absence of the school nurse, the principal or his designee is responsible for the administration of medication. 


Medications must be kept in the nurse’s office. Students are not allowed to carry medications with them unless a 
physician’s order states that they must do so. 


Parents/guardians are responsible for informing the school nurse of any change in the health or medication of 
students. 
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Students in possession of over-the-counter, prescription, or other types of drugs which have not been registered with 
the school nurse will be considered to be in violation of the District’s Drug and Alcohol Policy and will be subject to 
the disciplinary action as set forth therein. 


The District will incur NO liability for the use of unauthorized medications. 
This policy is in effect for all school district sponsored activities and field trips. 


Except in emergency situations, school personnel should not be responsible for the administration of medication. 


EMERGENCY CARDS 


Emergency cards are sent home with each student on the first day of school. It is very important that the 
emergency card be completed in full and returned to school the next day. It is imperative to have two local 
emergency contacts on the emergency card. In case of a change in telephone numbers or other information, it is 
crucial to notify the school as soon as possible. Space is provided on the emergency card to indicate any health 
problems of which the school should be aware. Emergency card information is vital to the student’s welfare. 
Students who do not return an emergency card promptly will be subject to disciplinary action. 


IMMUNIZATIONS 


East Stroudsburg Area School District requires written proof of immunization prior to student registration. 
Pennsylvania State Immunization Law requires that students at all grade levels have: 
e 3 doses of Diphtheria-Tetanus, 
e 3 doses of Polio Vaccine (IPV or OPV), 
e | dose of Measles, Mumps and Rubella after 12 months of age, 
e 2" dose of Measles vaccine, preferably given as an MMR. 


NOTE: Students entering kindergarten or first grade level beginning with the 1997-98 school year are required to 
have: 


e 4 doses of Diphtheria/Tetanus with one (1) dose given on or after the fourth birthday, 
e 3 doses of Polio Vaccine (IPV or OPV), 

1 dose of Measles, Mumps and Rubella given after 12 months of age, 

2nd dose of Measles Vaccine preferably given as an MMR, 

3 doses of Hepatitis B Vaccine. 


Exceptions to the above requirements need to be discussed with the school nurse. 


If a student receives immunizations at any time, please send a physician’s note stating immunization(s) 
received and the date to the school nurse so that school records can be kept current. 


ILLNESS 


Students should not be sent to school if they have a fever (temperature>100), and earache, severe headache, 
skin rash, severe cold or cough, nausea or vomiting, red inflamed eyes, body mites or head lice, or any 
communicable disease such as chicken pox or scarlet fever. Counseling and appraisal of students occur each time 
the student is seen by the school nurse regardless of reason. Those who are seen for reasons of illness or injury are 
evaluated and treated. If a student is sent home, parents/guardians are responsible for transportation. If emergency 
treatment is deemed necessary and the child is transported via ambulance, the parents/guardians are responsible for 
any cost involved. 
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DENTAL EXAMINATIONS 


Students are required to have on file a report of dental exams upon original entry (kindergarten/first grade), 
third grade, and as new students when their records do not contain adequate dental reports. Students are encouraged 
to provide reports of private dental exams which must be reported on forms approved by the Secretary of Health and 
provided by the school. The school dental hygienist with parental permission is available to provide a dental 
screening and prepare the required report. Students who fail to complete and/or submit acceptable evidence of 
required dental exams within the appropriate time period will not be admitted to school the following school year 
unless and until acceptable proof of compliance is received as per district policy #5148. 
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EAST STROUDSBURG AREA SCHOOL DISTRICT 
ACCEPTABLE USE POLICY FOR THE INTERNET FOR STUDENTS 


I. PURPOSE: 


A. 


The Board of Education (Board) of the East Stroudsburg Area School District (District) recognizes that its 
students have a wide range of needs and requirements. The purpose of the District’s Internet connection is to 
support research and education in and among academic institutions worldwide by providing access to unique 
resources and by providing the opportunity for collaborative work. Internet access provides a relatively 
unrestricted and flexible means to meet those needs and requirements. To this end, the District relies on the 
integrity of the user to follow the guidelines of this policy and to insure that access is consistent with the 
educational goals of the District. The District reserves the right to terminate access privileges and to take 
disciplinary and/or legal action as set forth herein in the event of violation of this policy. 


The Internet is an electronic highway connecting millions of computer users from all over the world. Via the 
Internet, students can have access to: electronic communication with people all over the world; information 
from NASA; information from other research institutions; public domain software and hardware of all types; 
discussion groups on a plethora of topics ranging from Chinese culture to the environment to music to politics; 
many University Library Catalogs;'the Library of Congress; ERIC; and many other research opportunities and 
databases. 


With access to computers and people all over the world comes the availability of material that may not be 
considered to be of educational value in the context of the school setting. Pornographic information, pictures 
and other inappropriate materials exist on the Internet. On such a global network, it is impossible to 
completely control access to offensive materials and a user may, therefore, seek or discover controversial 
information. The Board firmly believes that the valuable information and interaction available on the World 
Wide Web far outweighs the possibility that users may procure material that is not consistent with the 
educational goals of the District. At the same time, the Board recognizes the need to control access to 
material that is not consistent with the educational goals of the District. 


II. AUTHORITY: 


A. 


The District’s electronic communication systems and the communications transmitted through them are 
subject to acceptable use compliance. The appropriate operation of the Internet via the District connection 
relies upon the proper conduct of the end users who must adhere to strict guidelines. These guidelines are 
thus provided so that end users are aware of their responsibilities. If users violate any of these provisions, 
access to the Internet via the District connection will be terminated immediately, future access shall be 
denied, and appropriate disciplinary action will be taken. This action may include, but not be limited, to 
those actions enumerated in Board Policies #5000, #5000.4, any other applicable Board Policy, any 
applicable student handbook and possible criminal prosecution. Signing any applicable District consent 
form indicates that the end user has read this policy and agrees to abide by its terms. 


Uploading, downloading or distributing materials that are deemed offensive, discriminatory, derogatory or 
sexually explicit, or showing others how to do the same, is strictly prohibited. The transfer of certain types 


of materials is illegal and may be punishable by fine or jail sentence in addition to any school disciplinary 
consequences. 


73 


III. INTERNET USAGE TERMS AND CONDITIONS 


A. 


Acceptable Use - The use of a District account must be in support of education and academic research, and 
consistent with the educational objectives of the District. Transmission of any material in violation of any 
federal or state law or regulation is prohibited. This includes, but is not limited to: illegal use of 
copyrighted material; transmission, viewing or use of threatening, harassing or obscene material; and/or 
material protected by trade secret. Use for commercial activities and for-profit activities is not acceptable. 
Use for product advertisement or political lobbying is also prohibited. Use of the Internet in the District 
shall be limited to educational and/or instructional purpose related to the class curriculum of the particular 
user and for no other purpose. Students shall be supervised by District staff when using the Internet. 


Privileges - The use of the District’s Internet connection is a privilege granted only upon receipt of any 
appropriate consent form(s), not a right, and inappropriate use will result in a cancellation of those 
privileges. The District reserves the right to deny access or cancel systems access at any time. 


Log Retention - The District reserves the right to log Internet use and to monitor fileserver space utilization 
by District users. The Director of Technology and/or his/her designee will be responsible for maintaining, 
examining, securing, and retaining computer-generated logs of District Internet activity. Such logs may be 
considered public records pursuant to state and federal open records laws and, thus, be subject to public 
disclosure, except for confidential information contained in the logs. The District will retain Internet logs 
for at least thirty (30) days, after which time the Director of Technology and/or his/her designee may delete 
such logs. Parents/Guardians and community members who wish to view such logs should submit a written 
request to the Director of Technology, who shall, in conjunction with other applicable District staff, 
evaluate each request and honor such requests when appropriate. The District shall use its best efforts to 
separate confidential information from other information contained in the logs, but it cannot guarantee 
complete accuracy. 


Etiquette - The Internet and electronic mail (e-mail) systems are public access systems and content should 
always be educationally appropriate. All users are expected to use these networks in an appropriate and 
ethical manner. Users are expected to abide by the generally accepted rules of network etiquette. These 
include (but are not limited to) the following: a) Be polite and refrain from sending abusive messages; b) 
Use appropriate language and refrain from using profanity or vulgarities; c) Refrain from the use of 
derogatory or discriminatory statements based on race, religion or sex, or statements that may constitute 
sexual harassment; d) Refrain from revealing a personal address or phone number, or those of other students 
or colleagues; and e) Refrain from using the network in such a way that could disrupt the use of the 
network for other users. 


Please note that e-mail is not guaranteed to be private. People who operate the system have access to all 
mail. Messages relating to or in support of illegal activities may be reported to the proper authorities. 


Security - Security on any computer system is a high priority, especially when the system involves many 
users. If the user feels he or she has identified a security problem on the Internet, that user must share that 
problem with the building administrator, who in turn will notify the Communication Information Systems 
(CIS) office. The user shall not demonstrate the problem to other users, shall not use another individual’s 
account, shall not disclose his/her password to another individual, shall not seek information on, obtain 
copies, or modify files, other data, or passwords belonging to other users, shall not read and/or listen to 
another user’s electronic messages and/or make such an attempt without proper authorization, and shall not 
misrepresent or impersonate other users on the network. Attempts to log in as a system operator, or the 
violation of any security guidelines, will result in a cancellation of privileges and additional disciplinary 
action, which is enumerated in applicable policies, guidelines, regulations and laws. 
1. Users should not expect electronic communications to be private. Network maintenance may 
result in staff access to communication. Even deleted information may be accessible. 
2. Users shall not reveal personal information over electronic systems concerning any individual(s), 
including themselves. Personal addresses, phone numbers, social security numbers, passwords or 
credit card information shall not be disclosed. 
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Vandalism - Vandalism will result in immediate cancellation of privileges. Vandalism is defined as any 
malicious attempt to harm or destroy systems and/or the data therein, the data of another user, or hardware 
or software associated with the computer system. This includes, but is not limited to, the downloading, 
installing, executing and/or creation of computer viruses, inflicting damage, or sabotaging the system. 
Vandalism also includes the creation or transmission of computer viruses. The District reserves the right to 
seek monetary reimbursement for any and all damages incurred to the system as well as to initiate 
appropriate disciplinary action against any individual committing vandalism in accordance with applicable 
policies, guidelines, regulations and laws. 


Threats, harassment (including, but not limited to, sexual harassment), libel or slander in an electronic 
message (file transfer, e-mail, voice mail and the like) is strictly prohibited. 


Copyright - The illegal use of copyrighted software, including copying, uploading, and downloading, is 
prohibited. Appropriate attribution must be given. Violators could be subject to civil and/or criminal 
penalties, including fines and prison terms, for violating copyright and patent laws. 


Supervision - Internet access by students will be limited to specified days and times when supervision is 
available by a member of the instructional staff. 

Access - Access to the Internet will be confined to a specific number of school-based locations and times as 
determined by the administration. 


Training - A mandatory CIS training program on Internet use must be completed by all users before access 
is permitted. (Teachers will be trained through staff development; teachers will train students.) Once 
teachers can certify student competency, CIS will initialize accounts for such students. Only those 
individuals who fulfill the basic minimum skills necessary to obtain an account shall be authorized to use 
the Internet. The District reserves the right to update and/or modify the basic minimum skills necessary for 
such use as is deemed appropriate. 


Exemptions - Resources specified in District Policy #6151.1 are exempt from Section III. J. (Training) of 
this policy. 


System Problems — Any problems involving electronic communication systems and/or user policy violations 
including unauthorized use are to be brought to the attention of the Director of Technology by the building 
administrator and/or his/her designee. 


Filtering Disclaimer - Due to the dynamic nature and growth of the World Wide Web (Internet) there will 
occasionally be sites that are not filtered by the District’s Internet content filter. Although the list of 
acceptable and non-acceptable sites is updated 2-3 times per week, Internet content filters by their very 
nature are only 99% effective. A copy of the District’s content filter vendor's disclaimer is available upon 
request by contacting the District's CIS Department. Any party who disagrees with this disclaimer should 
not sign the Internet Access Consent Form. As stated previously, all student Internet access will be 
supervised at all times by instructional staff. 
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#6151.1 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
POLICY FOR THE LIBRARY ELECTRONIC ACADEMIC RESOURCE NETWORK FOR STUDENTS 


The Library Electronic Academic Resource Network (L.E.A.R.Net) Internet site is a subset of the Internet 
created for research purposes at the East Stroudsburg Area School District. Various corporations, such as Grolier 
Encyclopedia, have begun to establish Internet sites that house information that has in the past been purchased on 
CD-ROMs. It is comprised of online reference subscription services, which provide continual updating of 
information without the need to purchase new media. 


Students will be allowed to access the L.E.A.R.Net Internet sites for specific research needs. A user 
account or password will not be required to access these pages. Students will not be permitted to gain access to other 
parts of the Internet without a user account and password as outlined in policy #6151. 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
ACCEPTABLE USE POLICY FOR INTERNET FOR 
STAFF- #6152 


Introduction 


The Internet is an electronic highway connecting millions of computer users all over the world. Via the Internet students 
can have access to: electronic communication with people all over the world; information from NASA; information from 
other research institutions; public domain software of all types; discussion groups on a plethora of topics ranging from 
culture to the environment to music to politics; many university library catalogs; the Library of Congress; ERIC; and 
many other research databases. 


With access to computers and people all over the world comes the potential for access to material that may not be 
considered to be of educational value in the context of the school setting. Pornographic information, pictures and other 
inappropriate materials exist on the Internet. On a global network it is impossible to control access to offensive materials 
and a user may, therefore, seek or discover controversial information. The East Stroudsburg Area School District firmly 
believes that the valuable information and interaction available on the Internet far outweighs the possibility that users may 
procure material that is not consistent with the educational goals of the district. 


The appropriate use of the Internet via the East Stroudsburg Area School District connection relies upon the proper 
conduct of the end users who must adhere to strict guidelines. These guidelines are provided here so that end users are 
aware of their responsibilities. If users violate any of these provisions, access to the Internet via the East Stroudsburg Area 
School District connection will be terminated immediately, future access shall be denied, and appropriate disciplinary 
action will be taken in conjunction with the Pennsylvania School Code, Act 16 of 1996, school board policies, and 
established school rules and administrative procedures. In addition, criminal prosecution could result. Signing the 
consent forms provided for this policy indicates that the end user has read the policy and agrees to abide by its terms. 


Internet Usage Terms and Conditions 


Acceptable Use - The purpose of the East Stroudsburg Area School District’s Internet connection is to support research 
and education in and among academic institutions worldwide by providing access to unique resources and by 
providing the opportunity for collaborative work. The use of an account at East Stroudsburg Area School District 
must be in support of education and research, and consistent with the educational objectives of the District. 
Transmission of any material in violation of any federal or state law or regulation is prohibited. This includes, but is 
not limited to: illegal use of copyrighted material; transmission, viewing or use of threatening, harassing or obscene 
material; or material protected by trade secret. Use for commercial activities and for-profit activities is not 
acceptable. Use for product advertisement or political lobbying is also prohibited. Use of the Internet, in the East 
Stroudsburg Area School District, shall be limited to educational and/or instructional purposes related to the 


classroom curriculum of the particular user and for no other purpose. Instructional staff will always supervise student 
Internet usage. 
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1. Privileges - The use of the East Stroudsburg Area School District's Internet connection is a privilege granted only 
upon receipt of the appropriate consent form, not a right, and inappropriate use will result in a cancellation of those 
privileges. 


N 


Etiquette - Users are expected to abide by the generally accepted rules of network etiquette. These include (but are 
not limited to) the following: a) Be polite. Do not send abusive messages. b) Use appropriate language. Do not use 
profanity or vulgarities. c) Do not reveal your personal address or phone number, or those of other students or 
colleagues. d) Do not use the network in such a way that you could disrupt the use of the network for other users. 
Note that electronic mail is not guaranteed to be private. People who operate the system do have access to all 
mail. Messages relating to or in support of illegal activities may be reported to the authorities. 


Les) 


Security - Security on any computer system is a high priority, especially when the system involves many users. 
If the user feels he or she has identified a security problem that user must share the problem with the principal of 
the school, who in turn will notify the CIS office. Do not demonstrate the problem to other users. Do not use 
another individual’s account. Do not disclose your password to another individual. Do not seek information on, 
obtain copies, or modify files, other data, or passwords belonging to other users. Do not misrepresent other 
users on the network. Attempts to log in as a system operator, or the violation of any security guidelines, will 
result in a cancellation of privileges, and additional disciplinary action as enumerated in the introduction. 


4. Vandalism - Vandalism will result.in immediate cancellation of privileges. Vandalism is defined as any 
malicious attempt to harm or destroy data of another user, or hardware or software associated with the computer 
system. Vandalism also includes the creation or transmission of computer viruses. The East Stroudsburg Area 
School District reserves the right to seek monetary reimbursement for any and all damages incurred to the 
system as well as to initiate appropriate disciplinary action against any individual committing vandalism. 


5. Copyright - The illegal use of copyrighted software, including copying, uploading, and downloading, is 
prohibited. 


6. Supervision - The instructional staff will insure that Internet access by students will be limited to specified days 
and times when supervision is available. 


7. Access - Access to the Internet will be confined to a specific number of school based locations and times as 
determined by the Administration. 


8. Training - A mandatory Communication Information System (CIS) training program on Internet use must be 
completed by all users before access is permitted. (Teachers will be trained through staff development; teachers 
will train students.) Once teachers can certify student competency, CIS will initialize accounts for these 
students. 


Conclusion 


The East Stroudsburg Area School District recognizes that its staff provides services to students who have a wide 
range of needs and requirements. Internet access provides a relatively unrestricted and flexible means with which to 
meet those needs and requirements. To this end, the District relies on the integrity of the user to follow the 
guidelines of this policy and to insure that access is consistent with the educational goals of the district, and the 
District reserves the right to terminate access privileges and take disciplinary and/or legal action as set forth herein. 
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East Stroudsburg Area School District 
Internet Access Consent Form 
East Stroudsburg Area School District Staff 


Name 


School Grade 


I have read the Internet Use Policy for the East Stroudsburg Area School District and understand its contents. Any 
questions I have about the policy and the computer system have been answered by the CIS Coordinator. 


My signature below, indicates that I understand and I agree to follow the guidelines of the policy. 


Signature ` Date 
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#6152.2 


EAST STROUDSBURG AREA SCHOOL DISTRICT 


WEB AUTHORING POLICY 


PURPOSE: 


The Board of Education (Board) of the East Stroudsburg Area School District (District) recognizes the 
importance of remaining current with the technological advances made in the area(s) of interpersonal 
communication and instituting such advances to better serve its students and community. Further, the Board 
firmly believes that the valuable information and interaction available on the Internet far outweigh the 
possibility that users may procure material that is inconsistent with the educational goals of the District. Thus, it 
is important to formulate policy in order to facilitate the effective use of computer technology to further the 
pedagogical goals of the District. 


AUTHORITY 


A. 


Because of the very public nature of the Internet, all communications through and documents on the District 
web pages must comply with the pertinent Board policies. Behavior that is prohibited by these policies 
includes, but is not limited to, racial harassment, sexual harassment, profanity, glorification of guns or 
violence, and/or defamation of a person’s character. Other policies governing conduct of persons engaging 
in activity on the District web pages include, but are not limited to, the East Stroudsburg Area School 
District Acceptable Use Policy For Internet For Staff (#6152) and the East Stroudsburg Area School 
District Code of Conduct for Professional Employees (#1151.2). 


Any student information communicated through the District web pages must comply with all District 
policies on student privacy including, but not limited to, the East Stroudsburg Area School District Pupil 
Records Policy (#5125) and the East Stroudsburg Area School District News Media and Relations Policy 
(#1200.1). 


No student’s name may be shown on the same document as that student’s photo or video. A District Parent 
Notification/Permission Form must be on file before the use of any pictures, videos or oral or written 
comments in which a student or staff member participates. A copy of the signed form must be on file with 
the building principal. No document may include a student's phone number, address, names of other family 
members or other vital information. Web page documents may not include any information that indicates 
the physical location of a student at a given time, other than attendance at a particular school. 


Publishing web documents on the District web site is a privilege, not a right. The Superintendent and/or 
his/her designee and/or the Director of Technology will have the 

authority to review, approve or remove pages on the District web site and to periodically develop 
administrative guidelines and procedures for determining appropriate web content on the site. 


#6152.2 (2 
Building principals and, as may be applicable, department chairpersons will have ultimate responsibility for 


monitoring home pages emanating from areas within their authority and all links below that point. As such, 
they will have the authority to remove or modify those documents. 
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E. Should users violate any pertinent Board policy or local, state and/or federal law, access to the Internet via 
the District connection, as well as the privilege to publish any material on any District web page, will be 
terminated immediately. Appropriate disciplinary action will be taken in conjunction with and as 
authorized by the Pennsylvania School Code, Act 16 of 1996, Board policies, and established school rules 
and administrative procedures. In addition, criminal prosecution could result. 


III. PROCEDURES 


A. The District’s Communications Information Systems (CIS) Department must have signed copies of the 
consent form (#6152.2- Form A) and Board Policy #6152 on file before authoring rights will be given for 
the use of the District web site. 


B. All documents on the District web pages and their links must be in support of education and research, and 
consistent with the educational objectives of the District. 


F. Web page documents may not be used for commercial activities or for-profit activities. Use for political 
lobbying is also strictly prohibited. Web documents may not include links to sites whose purpose is 
commercial gain or political advertising, nor should they contain endorsements or preferential treatment on 
products or political advertising. Banner advertisements for either purpose is also prohibited. 


G. Students and staff may not use the District's web pages to provide links to their personal pages on other 
servers or other online services. Neither the District nor CIS will provide technical support for personal 


web pages. Personal web pages are defined as pages kept outside of the esasd.net, cavalier.net or timber- 
wolves.net domains. 


H. All web documents and images created by students and staff located on the District's server are the property 
of the District and shall remain the property of the District unless that student or staff member obtains 
written consent from the Superintendent and/or his/her designee. This restriction is extended to the HTML 
source code of all pages. The transferal of this code to other locations is considered copying and all local, 
state and federal copyright laws will apply. Authors are required to post the District copyright notice at the 
bottom of each document. 
I. Students will be permitted to post documents to the web site only when under the supervision of staff 
members who have signed the Web Authoring Consent Form. Individual passwords shall not be shared. 
J. "Web documents and images may be deleted when a student graduates or an employee leaves the District 
unless prior arrangements are made with the Superintendent and/or his/her designee. 


K. All documents must provide a link to the District home page (www.esasd.net). 
#6152.2 (3 


L. All documents must include the initials of the author and the date last revised. 


M. All documents must include a link to the e-mail address of the person maintaining the page. 
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#6152.2- Form A 


East Stroudsburg Area School District 
Web Authoring Consent Form 


Name 


School 


Grade 


I have read the East Stroudsburg Area School District (District) Web Authoring policy #6152.2 and understand its 
contents. Any questions I have about the policy have been answered by the Director of Technology and/or building 
principal. 

I understand that the Director of Technológy, building principal(s) and, as may be applicable, department 
chairpersons have authority to monitor my web pages and remove or modify anything that is in violation of District 
policy. I agree that all content I post on the District’s web pages will be in support of education and research, and 
consistent with the educational objectives of the District. I understand that if I do not comply with the rules 
contained in the District’s Web Authoring Policy my privileges to post content on the web site may be revoked. 


My signature below indicates that I understand and agree to follow the rules of the policy. 


Employee’s Signature 


Date 


6/01 
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Web Authoring Guidelines 

eAll grade levels and departments will be limited to 20Meg bytes of data. More specifically, all home 
directories will hold a maximum of 20Meg worth of documents and images. 

+ Your Building Principal must have signed copies of this agreement(Policy #6152.2)on file before 
authoring rights will be given for the District web site. CIS must also have a copy of your consent form 
for Policy #6152 (Acceptable Use Policy for Internet for Staff)on file as well. If you have an existing 
Internet/Email account we already have Policy #6152 on file. 


elf you are creating your first web page..... 
1. Open the editor of your choice. 
Build your page. 


r2 


3. Double-check the document. 

4. Doa “Save as” and give the file a relevant name(don't forget the .html) and save to your local 
hard drive for safe keeping. 

5. Publish the document. You will be prompted for the following information; 


Page Title — see suggestions 
HTML filename — see suggestions 
Location to Publish To — Enter the following; 


"ftp://www.esasd.net/"insert home directory here 
The entire URL should look something like this.... 
ftp://www.esasd.net/home/httpd/html/lis/6green 


If you u 


se the same computer to do your publishing you should only have to enter this URL the first time. 
You will also be prompted for your username and password. You will initially obtain these and 
your “home directory” from your Building Principal. I suggest NOT choosing the “save password” 
option for security reasons. 
If prompted to include “files associated with this page” choose to do so. This refers to the images 
associated with you page. They will also be stored in your home directory. 
elf you are transferring existing pages from other sites or services you can open that page in your browser, 
choose “edit page” and follow steps 3 through 5 above (keep your fingers crossed). 
NOTE: Don’t name the file “index.html” unless it is the “home page” for your school, department, or 
grade! 
Web Authoring Suggestions 
Standard formatting should be used; Browser friendly HTML editors or word processor programs that save 
files as HTML files should be used. 1 would suggest using Netscape Composer, Adobe PageMill, Claris 
Homepage or even MS Word for basic documents. 
Care should be used not to create large documents with tiled backgrounds, large graphics files, or excessive 
Javascript. Large pages loaded with graphics will result in looooong download times for patrons trying to 
access your page. If you make them wait more than 30 seconds they'll give up. A safe size for your page is 
10K to 50K bytes. If in doubt test your page from home on your 56K modem, which is what most of our 
community is still using. 
Authors who are publishing a finished or edited web page for herself or himself, or for a student, should test 
the page for adherence to the Web Authoring Policy, accuracy of links, formatting, etc. 
All web pages should be given page titles that clearly identify them. This page title will be what the 
browser displays above the toolbars when a visitor accesses your page and what the visitor will see in her 
bookmark list if they bookmark your page. Hopefully they do! 
Pages should not contain links to other pages that are not yet completed. If further pages are anticipated but 
not yet developed, the text that will provide the link should be included but should not be made “hot” until 
that page is actually published. 
All graphics should be in GIF or JPEG format, currently. Again, try to keep the sizes of these as small as 
possible to reduce download time. 72 dots-per-inch is a good rule of thumb. Other formats, including 
sound or video, may be used only in special circumstances and after consultation with the Director of 
Technology. 
e All filenames used should be lowercase and have proper extensions (i.e. .html, .gif, .jpg) 
Use web safe colors whenever possible. Most standard authoring software packages do so by default. 
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e Make sure all of your graphics contain «ALT» tags for people browsing with their graphics off. Most 


HTML editors do this by default. 

When in doubt about the formatting of a document for different screen sizes and browsers put your content 
in a table and set the table width to 97% of screen width. The browser screen will calculate this width when 
your page loads and will “auto-fit” the width of the page to anyone's browser window. While the purists 
will argue against this, there is no other easy and reliable way to predict how your documents will be 
formatted on different browsers and screen sizes. 

Use light colors for all of your backgrounds and dark colors for all of your text. Mankind has been printing 
black on white for hundreds of years ..... it works! 

Suggestions for text are those few fonts that are consistent when viewed on “most” of the major browsers. 
Currently these are Times New Roman, Times and Georgia for the Serif (little doohicky) camp and 
Verdana, Arial, Helvetica and Comic Sans for the sans-serif (no-doohicky) camp. 

When assigning hyperlinks to text or graphics use "relative URL’s” as opposed to “absolute URL's". An 
absolute URL would be the whole string, www.esasd.net/libraries/JMH/summer reading list.htm. 
However, if the page your editing and publishing exists in the folder www.esasd.net/libraries/JMH and your 

trying to link to summer_reading_list.htm (which also resides in your folder) you only need to use the 
filename in your link properties. 

Stay away from cascading style sheets and frames unless your sure your viewers have browsers that will 
support them. For the “wireheads”, it’s OK to use these for student projects but potential page visitors 
should be warned of any content their browser may not support. 

Some pre-made graphics related to the District can be found at http://farmer.esasd.net/graphics/. You'll 
find logos and text .gif’s for general use. 

When in doubt, keep it simple! The more complicated you try to make your pages the more time you will 
spend editing and writing code. 
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LESSON PLANS 


All teachers and instructional aides are expected to keep a written record of their instructional plans. Written 
plans are required to be completed three (3) days in advance of instruction. Such instructional plans should be 
accessible at all times to substitute teachers. All faculty members must have written, up-to-date lesson plans for the 
school days within said calendar week and a copy submitted to the office for the Substitute Kit. 


LEAVING THE SCHOOL BUILDING 


All personnel who must leave the building between 7:20 a.m. and 2:46 p.m. for personal reasons or 


emergencies are to secure permission from the administration and must sign out in the "Teacher's Sign-Out Book" 
located in the main office. Also, all personell must sign in and out each day in the main office. 


On Fridays and days prior to a school holiday the faculty may leave at a reasonable time after the students are 
dismissed. The exception to the rule is, of course, the teacher's lunch period. 


MAILBOXES 
Each teacher is assigned a mail box: Staff members are responsible for checking their mail boxes regularly for 


bulletins, telephone messages, and other pertinent material that may be needed for the proper functioning of the 
school. Do not send or permit students to get your mail. 


MEDICAL AND DENTAL APPOINTMENTS DURING THE SCHOOL DAY 


Whenever possible, medical and dental appointments should not be made during school hours. If a medical or 
dental appointment is necessary during the school hours, the procedure is as follows: 


1. Students will present to the nurse/office a parental-signed request. This will be done before school in the 
morning. 

2. Teachers will release students from class only if they present a signed pass from the nurse/office. 

3. Students leaving school for a medical or dental appointment will sign out in the office. The students are 
always to sign out and sign in with the time of leaving and returning. 

4. Students will bring to the office a signed pass from the doctor or dentist when they return to school. 


PARENT/TEACHER CONFERENCES - HIGH SCHOOL 


Ist Semester: Tuesday, October 9, 2001 12:00 to 5:00 PM 6:30 to 8:30 PM 
2nd Semester: Monday, March 14, 2001 12:00 to 5:00 PM 6:30 to 8:30 PM 
PARTIES 


It is the school policy that parties are not acceptable in this school program. 
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PASSES FOR HALL 


Wooden passes are color-coded for the lavatories. All other passes must be filled out completely using the 
standard form paper passes. There are no group passes. Each student must have his/her own pass. Students must 
sign in and out of the classroom on the designated form. Teachers must hand these completed forms in to the office 
at the end of the week. Please make sure students print or write full name legibly. 


PEER MEDIATION 


During the 1996-1997 school year, the school initiated a peer mediation program. A core team of students, 
teachers, and administrators participated in a training program designed to teach students positive ways to resolve 
conflicts and reduce violence in our society. Students may refer themselves to the program. In peer mediation, 
trained student mediators assist disputants with problem identification and resolution suggestions. A group of 
teachers mentor the peer mediators and help maintain the integrity of the process, as well as confidentiality. For 
more information concerning the program or referrals to the program, please contact the main office or the guidance 
office. 


PHI DELTA KAPPA 


The ESU Chapter of Phi Delta Kappa, the Educational Honorary Fraternity, has for several years furnished us 
with a complete set of PDK fastbacks. They are located in the guidance conference room in the section labeled, 
George H. Reavis Reading Area. The fastbacks are between 35-50 pages in length and help a person keep abreast of 
issues in the field of education. 


PROFESSIONAL CONFERENCES 


I. Goals 


All professional employees are encouraged to attend major conferences of various national and/or 
state professional organizations. Attendance at such conferences can facilitate ongoing professional 
growth, stimulate career questioning and planning, and provide professional employees with new ideas. 


II. Procedures for Attending 


Teachers who wish to attend a professional conference must submit Form #4133.2 (Request for 
Conference Attendance) to their respective department chairperson and the principal for approval. 
Teachers are to use budgetary restraint during attendance at conferences. Teachers who exhaust 
department allocations may be required to pay their own expenses. Department chairpersons will keep a 
running account of their budget and exercise fiscal prudence and equity. Forms are available in the Main 
Office. 


III. Reports of Conference Attended 


Each staff member who attends a conference shall issue a written report to the assistant principal, 
principal, department Chairperson, and to the Assistant to the Superintendent for Curriculum and 
Instruction. 


These reports will be shared with the Board of Education and may be shared with the building 
faculty through department meetings and general faculty meetings. 


IV. Reimbursement 


A. General - Reimbursement for travel and conference expenses are submitted after said 
expenditures are made. The district will not reimburse employees for expenses that are not 
customary and reasonable, i.e., tips in excess of 15%, costs of personal entertainment, etc. 

B. Travel (plane, train or bus) - Advantage must be taken of the round trip coach fare. Travel by 
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plane will be allowed when it is to the advantage of the school district to do so. Ticket stubs 
must be submitted with the request for reimbursement of expenses. 


C. Other Expenditures (subsistence and lodging) - Reimbursement for meals and lodging will be 


based on actual expenditures. Room receipts must be submitted with the reimbursement 
requests. Receipts for food are required. 


D. Other necessary expenses - Reasonable expenses will be reimbursed provided they are 
necessary expenditures related to the conference attendance. 


PURCHASES 


Any purchase (athletic equipment, repairs, etc.) must be presented on a requisition form to the principal for 
approval. Any other method of ordering will not be paid for by the school district. 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
RACIAL HARASSMENT POLICY - #4003.2 


The East Stroudsburg Area School District will not tolerate racial harassment. Persons engaging in racial 
harassment, whether employees or students, will be subject to disciplinary action. Depending on the nature and 
severity of the racial harassment involved, such disciplinary action may include termination of employment or 
expulsion from school. Copies of the District’s Policy Statement Concerning Protection from Racial Harassment, 


including the procedure for filing grievances, are posted at each school building and copies may be obtained from the 
Superintendent’s Office. 


Policy Statement Concerning Protection from Racial Harassment 


The East Stroudsburg Area School District seeks to establish and maintain learning and working environments free 
from racial intimidation and/or harassment. It seeks also to provide a system of review, should an allegation of such 


conduct be made. Racial harassment will not be tolerated and will subject the person(s) engaging in such action to 
disciplinary action. 


I. DEFINITIONS 


A. Unwelcome comments or conduct directed toward a person's race color or national origin constitute 
racial harassment of an employee when: 
1. Such comments or conduct is used as a basis for future employment decisions affecting the 
individual; or 
2. Such comments or conduct has the purpose of effect of unreasonably interfering with one's 
performance or creating an intimidating, hostile or offensive work environment. 


B. Unwelcome comments or conduct directed towards a person's race, color or national origin constitute 
racial harassment of a student when: 
1. Such comment or conduct is used as a basis for future student discipline, educational placement, 
class standing, organizational membership or academic achievement; or, 
2. Such comments or conduct has the purpose or effect of unreasonably interfering with one's 
performance or creating an intimidating, hostile or offensive learning environment. 
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IL. AUTHORITY 


These guidelines are intended to be in compliance with Title VI of the Civil Rights Act of 1964, and within the 
guidelines adopted by the Pennsylvania Human Rights Commission, current law and current contracts. These guidelines 
include informing employees, parents and students of their rights under the Civil Rights Act and development of 
appropriate sanctions. 


III. GUIDELINES 


These guidelines are intended to protect the rights and obligations of all employees, students, parents and Board 
members of the East Stroudsburg Area School District and to outline the procedures to be followed should a student or 
employee of the District be subject to, or charges with, racial harassment. 


A. 


B. 


C. 


In any case involving a student, the parents shall be notified and they shall have the right to attend any conference, 
meeting or hearing with the student. 


In any case involving an employee, the employee shall have the right to be accompanied by an Association 
representative at any conference, meeting or hearing with the employee. 

The East Stroudsburg Area School District has developed the following system to address, investigate and resolve 
complaints involving racial harassment; 


Part I - Initial Action 
1. Any individual who believes that he/she has been subject to racial harassment shall report orally the occurrence 
of all incidents of such conduct to the principal or other immediate supervisor. 


2. The principal or other immediate supervisor will investigate the complaint. The investigation may include an 


interview with each party to provide complainant and accused with the opportunity to discuss charges made and 
to explore and evaluate complaint. It is the responsibility of the principal or other immediate supervisor to 
provide orally, remedies acceptable to both parties, if possible. The principal or other immediate supervisor will 
attempt to remedy the situation by bringing the parties to mutual agreement. There shall be a written record that 
a meeting took place, the subject of the meeting, who was present and the disposition of the matter. The initial 
investigation, interviews, and written record or report shall be concluded within ten (10) working days of receipt 
of the complaint unless the unavailability of the complaint or accused or other exigencies warrant a reasonable 
delay. 


Part II - Subsequent Action 
. If the complaint is not resolved to the satisfaction of both parties as described in Part I (Initial Action), the 


complainant and the accused will each submit a detailed written statement of the account to the Superintendent 
within five (5) days of the receipt of the principal's written record or report. Upon receiving such written 
statement, the Superintendent will inform both parties of an administrative conference. Such notice shall be 
made to each party at least three (3) working days before the date of the conference. The notice shall include 
place and time of the conference and the subject of the conference. The administrative conference shall be held 
within fifteen (15) days of the Superintendent’s receipt of the written statement. During such an administrative 
conference, the complainant and the accused will have the right to be represented by counsel of their choice, at 
their expense. At the administrative conference, the complainant and the accused shall present informal 
testimony in support of their respective position and may, at their option, present witnesses. 

. Should the Superintendent be the complainant or the accused, the East Stroudsburg Area School Board of 
Education, will designate who shall conduct the conference. 

. Should the administrative conference be resolved in favor of the accused, no further action will be necessary, 
except that the charge(s) and resolution may be placed in the accused and accuser's personnel or student's files, 
if the accused so requests. Otherwise, the charge(s) and any transcript will be sealed and impounded. Release 
from impounding may be made only upon action of the Superintendent of Schools or his designee or a court 
order. 
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If the conference is resolved against the accused, appropriate disciplinary action will be taken. Disciplinary 
action not requiring a hearing before the Board of Education shall be initiated within ten (10) business or 
school days, subject to any available appeal rights of the accused. Disciplinary action requiring a hearing 
before the Board of Education shall be initiated within ten (10) business or school days, subject to 
applicable notice and due process requirements. 

Both the complainant and the accused shall receive written notice of the decision within ten (10) working 
days of the administrative conference. 

If the accused employee so requests, or, if the Superintendent of the Board’s designee determines that an 
accused employee should be recommended for demotion, dismissal, suspension without pay, or other 
disciplinary action, then a hearing shall be scheduled before the School Board no later then the next 
regularly scheduled meeting, provided that the scheduling reasonably protects the employee’s right to 
notification. 

Any recommendation for demotion, dismissal or other disciplinary action with regard to the accused, 
together with a detailed statement of charges on which the proposed demotion, dismissal or disciplinary 
action is based, shall be given to the School Board in writing at the hearing or at the next regularly meeting 
in the case of disciplinary action not requiring a hearing. 

A person hired to fill a position as a result of discipline procedures will be considered a substitute employee 
until such time as the disciplinary procedures are completely resolved. 


Part III - School Board Hearings 


If requested, and if required pursuant to existing laws and regulations, a School Board hearing on this matter will be 
conducted to the following procedure: 


l. 


2 


N 


It is understood this is a new or de novo hearing. 

School Board hearings for employees will be conducted in public session, unless the employee requests a 
private hearing. The accused will have the same rights as for administrative conferences, including the right 
to a notification period of ten (10) working days. 

Any disciplinary action taken will be appropriate to the infraction involved and will include the right of an 
employee or student to reply, in writing, to any charges or discipline taken against him/her and to include 
such reply in his/her personnel file or student file, is applicable. Such written reply shall be submitted to the 
Superintendent within five (5) of initiation of the disciplinary action. 


Part IV - Voluntary Resignation 


. If an employee chooses to resign as a result of charges made against him/her at any stage in the above 


procedure, the written documentation of charges made against the employee will be sealed and impounded, 
and acceptance of the resignation will be recommended to the School Board without prejudice. Such 
resignation must be submitted prior to a final decision by the School Board. It must also state that the 
resignation is voluntary, constitutes a waiver and release of all claims, and is submitted in a form acceptable 
to the East Stroudsburg Area School District. 

If there is request for reference or recommendations for prospective employers, the reference will be limited 
to a statement that the person was employed by the East Stroudsburg Area School District, duration of 
employment, a description of the assigned duties, and a statement that the employee resigned voluntarily. 


. If the resigned employee files a claim for unemployment compensation benefits, the sealed charges will be 


opened to allow the District to appeal the unemployment claim. 

If at any time an employee files a claim or appeal with a government agency on this particular situation, 
he/she then waives whatever rights he/she has under this Policy, and sealed charges will be opened. 

If a complaint is filed with the Office of Civil Rights or the Pennsylvania Human Relations Commission, a 
court of competent jurisdiction, or any other state or federal commission or agency having jurisdiction as a 
result of the charges or allegations, the sealed charges shall be opened and made available for any 
investigation or proceeding conducted by such commission, agency, or court. 
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Part V - Concluding Statement 

l. The procedures contained in this Policy are not intended to supersede or circumvent any procedures 
outlined in the School Code for determination of competence or any procedures for redress of grievances 
outlined in collective bargaining agreements made with the School Board. 

These provisions shall not be construed so as to supersede any section(s) of the School Code of 
Pennsylvania or any state or federal laws and regulations regarding discipline, certification, separation or 
termination of employees, nor shall these guidelines in any way be construed so as to limit the intent or 
operation of other School Board Policies. 


N 


S.A.F.E. 
(STUDENT ASSISTANCE PROGRAM FOR EAST STROUDSBURG HIGH SCHOOL NORTH) 


East Stroudsburg High School's Student Assistance Program is a systematic process for the identification, 
intervention, and referral of teenage students who are experiencing personal crisis or who are believed to be involved 
with high risk behaviors such as drug/alcohol use, depression, suicide, eating disorders, etc. 


The Student Assistance Program,involves a group of school personnel (SAFE TEAM) who are specially 
trained to assist these students. The SAFE Team includes administrators, teachers, counselors, and nurses. In 
addition to identifying, intervening and referring students for help, the team provides in-school support groups. 


Referral to the SAFE Team may be made by students, faculty, and staff. 


EAST STROUDSBURG AREA SCHOOL DISTRICT 
SEXUAL HARASSMENT POLICY - STUDENTS #4003.1 


The East Stroudsburg Area School District seeks to establish and maintain a learning and working environment free 
from sexual intimidation and/or harassment. Therefore, the School District prohibits sexual harassment of, or by, 
any student. Sexual harassment is inappropriate and offensive. This policy applies to conduct during and relating to 
school and school-sponsored activities. 


I. AUTHORITY 


These guidelines are intended to be in compliance with Titles VII and IX of the Civil Rights Act of 1964, 
as amended, the Pennsylvania Human Relations Act and current law. 


II. DEFINITION OF SEXUAL HARASSMENT 


A. Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for 
sexual favors, and other verbal, visual or physical conduct of a sexual nature when: 


1. Submission to the conduct is explicitly or implicitly made a term or condition of a student's academic 
status or progress. 

2. Submission to or rejection of the conduct by a student is used as the basis for academic 
decisions affecting the student. 

3. The conduct has the purpose or effect of having a negative impact on the student's academic or work 
performance, or of creating an intimidating, hostile ox offensive educational or work environment for 
students or School District employees. 
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4. Submission to, or rejection of, the conduct by the student is used as the basis for any 
decision affecting the student regarding benefits and services, honors, programs, or activities 
available at or through the school. 


B. Examples of conduct which may constitute sexual harassment and would, therefore, be prohibited 
include: 


1. Unwelcome leering, staring, sexual flirtations or propositions. 


2. Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments or sexually degrading 
descriptions. 


3. Unwelcome graphic verbal comments about an individual’s body, or overly personal conversation. 
4. Unwelcome sexual jokes, stories, drawings, pictures or gestures. 

5. Unwelcome spreading of sexual rumors. 

6. Unwelcome teasing or sexual remarks about a student enrolled in a predominantly single-sex class. 
7. Unwelcome touching of an individual’s body or clothes in a sexual way. 


8. Purposefully limiting, in a sexual way, a student’s access to aspects of the educational program. 


9. Conditioning academic and/or student activity privileges on submission to unwanted sexual conduct 
from students or staff. 


10. Cornering or blocking of a sexual nature of normal movements. 
11. Displaying sexually suggestive objects in the educational environment. 
III. NATURE OF SEXUAL HARASSMENT 


Sexual harassment may occur: 


A. Student to student 
B. Staff to student 
c. Student to staff 
D. Male to male 

E. Female to female 
F. Male to female 
G. Female to male 


IV. REPORTING PROCEDURES/INVESTIGATION 


A. The District encourages and expects students to report immediately incidents of sexual harassment to any 
teacher, counselor or administrator at the school site. 
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B. Any teacher, counselor, or administrator who has received a report, verbally or in writing, from any 
student regarding sexual harassment of that student or another student by a student or adult in the 
educational setting must forward that report to the building principal or other designated administrator 
and the Superintendent of Schools within twenty-four (24) hours, or within a reasonable extension of time 
thereafter for good cause. 


C. All complaints of sexual harassment will be investigated and promptly resolved. 


D. Upon receipt of an allegation of sexual harassment, the principal will begin the investigation or will 
designate an investigator who will initiate an investigation into the complaint within twenty-four (24) 
hours. 


E. Verbal reports of sexual harassment will be put in writing by the individual complaining or the person 
who receives the complaint and will be signed by the person complaining. 


F. Each complaint of sexual harassment shall be promptly investigated in a way that respects the privacy of 
all parties concerned to the extent permitted by law and to the extent practical and appropriate under the 
circumstances. The investigation shall include, but not be limited to the following: 

1. Interview of the complainant. 
2. Interview of accused. i 


3. Interview of any other person with personal knowledge of the allegations of the complaint. 


G. The complaint investigator will put his/her finding in writing and will forward a copy to the principal and 
the Superintendent of Schools within one (1) week or a reasonable extension of time thereafter for good 
cause, after concluding the investigation. Such report shall include a conclusion, a summary of facts 
upon which such conclusion is based, and a recommendation as to remediation and/or discipline, if 
appropriate. 


H. Complaints by students of sexual harassment by staff will be handled in accordance with this policy and 
School District Policy #4003. 


I. The investigator will communicate his/her finding to the complainant; and the alleged harasser as 
expeditiously as possible. 


J. Results may be indeterminate. If so, the matter will be recorded as unresolved; and the record will be 
maintained by the School District separate and apart from any student or personnel file. 


The above reporting/investigation procedures apply to internal investigation by the School District of 
complaints. Nothing in this reporting procedure shall relieve any employee of the School District from the reporting 
obligation imposed under other School District policies and regulations. 


V. GUIDELINES FOR INVESTIGATING SEXUAL HARASSMENT COMPLAINTS 


Individuals vested with responsibility for investigating staff and student sexual harassment complaints are called 
upon to exercise independent judgment in determining the appropriate procedure to follow, within the confines of 
due process and collective bargaining agreement protections. The following guidelines are intended to assist the 
investigator in conducting such an investigation. 


A. Interview the complainant -- The complainant should be encouraged to tell his/her story in a private 
setting, accompanied by association representative, parent, teacher, etc. if desired. The investigator 
should attempt to elicit specific facts from the complainant, including the identity of the alleged harasser, 
the time and place of the incident or incidents complained of, exactly what the harasser did or said, and 
the names of witnesses or other possible victims of harassment. 
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B. Interview the accused harasser -- If the accused is represented by a union, he/she should have the 
Opportunity to bring an association representative to the interview. The accused should be informed of 
the specitic charges against him/her and should be allowed to explain his/her version of the incident. If 
the complainant is an adult, he/she should ordinarily be identified. If the complainant is a student or 
students, the investigator must use discretion in determining whether or not to disclose his/her identity, 
considering the student’s age, maturity, emotional condition, and vulnerability to intimidation or 
retaliation. The investigator should also bear in mind that the accused has a right to be informed as to the 
identity of his/her accuser before discipline is imposed. 


C. Interview any witnesses with actual knowledge of the incidents complained of, either staff or students. 
Such witnesses should be instructed to refrain from discussing the investigation with others. 


D. Interview any other individuals who may have been subject to harassment by the accused. Remember that 
the people interviewed the greater likelihood of damaging gossip; therefore, interview only individuals 
who you have reason to believe may have been subjected to harassment by the accused. Instruct such 
individuals to refrain from discussing the investigation with others. 


E. To the extent practical, refrain from sharing details of the complainant's allegations with witnesses. 

F. When the complainant is a student, the investigator must use his/her discretion whether, and at what 
stage, to inform the student's parents. The State Board of Education Regulation allow educators to 
disclose confidential information to student's parents if the educator believes that the health, safety or 
welfare of the student or others so requires. 


G. When the accused is a student, the student's parents must be informed if the student is to be excluded 
from classes or school. In other situations, the investigator must exercise his/her own judgment 
concerning whether to inform the parents, again bearing in mind the discretion allowed educators under 
the State Board regulations. 


H. Severe sexual harassment may constitute sexual abuse or sexual assault. If the victim is an adult, the 
investigator should alert him/her to the fact that the harassment complained of may constitute a crime, and 
advise him/her that a criminal complaint can be filed with the police or the district attorney. If the victim 
is a student, the investigator must exercise his/her judgment in determining whether to advise the student 
and/or parents of the availability of redress through a criminal complaint or to notify the police or the 
district attorney directly. (Please note: Legislation has been introduced in Harrisburg which would 
require professional educators to notify the police or the district attorney of any complaints of physical or 
sexual abuse of children by school district employees. Staff members receiving complaints of abuse of 
students should check with the Superintendent or solicitor to ensure compliance with statutory 
requirements.) 


VI. DISCIPLINE/CONSEQUENCES 


Any student who engages in the sexual harassment of anyone in the school setting will be subject 
to disciplinary action up to and including expulsion. 


Any employee who permits or engages in sexual harassment of students will be subject to disciplinary 
action up to and including dismissal. 


Any employee who receives a complaint of sexual harassment from a student and who does not act 
promptly to forward that complaint to the principal and Superintendent of Schools shall be 
disciplined appropriately. 
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VU. RETALIATION PROHIBITED 


The School District prohibits retaliatory behavior against any complainant or any participant in the 
complaint process. The initiation of a complaint of sexual harassment will not reflect negatively on the 
student who initiates the complaint nor will it affect the student’s academic standing, rights or privileges. 
If it is concluded that the accused is not guilty of unlawful sexual harassment, and the complaint was 
lodged in bad faith, then the building principal and/or Superintendent may impose appropriate 

discipline on the complainant, subject to limitations of law. In addition, if it is concluded that the accused 
retaliated against the complainant in any way because of the complaint, the building principal and/or 
Superintendent may impose appropriate discipline on the accused, subject to limitations of law. 


VIII. ENFORCEMENT 


Each principal has the responsibility of maintaining a work environment and/or educational environment 
free of sexual harassment. Principals and/or assistant principals shall take appropriate actions to reinforce 
the School District's sexual harassment policy. These actions will include: 


A. Prompt removal of vulgar or sexually offensive graffiti. 


B. Providing staff inservice within two (2) weeks of the adoption of this policy and by the first week of each 
School year thereafter. 


C. Providing student instruction about sexual harassment through at least one (1) assembly and two (2) full 
class periods each school year. 


D. Taking appropriate disciplinary action as needed. 


E. All homeroom teachers shall discuss this policy with their students during the first week of the school 
year. Written copies of this policy shall be given to each student as part of these discussions. Discussion 


shall be carried out in age appropriate ways and should assure students that they need not endure any 
form of sexual harassment. 


F. In addition, all teachers, counselors and administrators shall instruct students on the procedures for 
reporting sexual harassment within the educational setting on an as-needed basis. 


IX. CONFIDENTIALITY 
All employees involved in sexual harassment investigations shall maintain strict confidentiality. 
X. NOTIFICATION 
A copy of this sexual harassment policy shall: 


A. Be included in the notifications that are sent to parents and guardians at the beginning of each school 
year. 


B. Be displayed in a prominent location near each school principal's office. 


C. Be provided as part of any orientation program conducted for new students at the beginning of each 
quarter, semester, or summer session. 


D. Appear in any school or School District publication that sets forth the school or School District's 
comprehensive rules, regulations, procedures and standards of conduct. 
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XI.CONCLUDING STATEMENT 


These provisions shall not be construed so as to supersede any section(s) of the School Code of 
Pennsylvania or any state or federal laws and regulations regarding discipline, certification, separation or termination 


of employees, nor shall these guidelines in any way be construed so as to limit the intent or operation of other School 
Board Policies. 


STUDENT ACTIVITY FUND 


Faculty members who are in charge of student activity funds are reminded to review the School Board Policy 
concerning student activity fund control. Anyone seeking further clarification is asked to meet with the principal. 


STUDENT REQUEST FOR SCHEDULE CHANGE 


I. Requests Made at the Beginning of the School Year 
A. First day of school 


1. Schedule changes were completed over the summer. 


N 


First period teachers are to distribute any schedules to students who did not receive their schedule over 
the summer. Students are asked to check them for accuracy, i.e., missing required courses. 


3. Any student finding major problems are asked to be sent to the guidance office immediately by the 1st 
period teacher. 


NOTE: No minor schedule changes of any kind. 


STUDENT USE OF TELEPHONES 


Student’s use of the telephone during school hours is subject to the discretion of the classroom teacher. 
Students must secure a standard form paper pass from their teacher, take it to the office staff for permission to use 
the phone, return to the office staff for signature, and return to class in a timely fashion. 


STUDY HALLS 


The study hall period is to be used for the preparation of assignments and for necessary research work in the 


library. All study hall are supervised by Study Hall Monitors and should at all times have an atmosphere conducive 
to study. 


The following regulations apply to ALL study halls: 


1. Roll will be taken by the teacher/proctor at the beginning of each study hall period. Attendance will 
be reported to the main office each period. 

2. The room should be checked for general good housekeeping at the end of each period. All papers 
should be removed from the floor BEFORE the study hall is dismissed. 


3. Ifa student wishes to use the library or go to guidance, they should report for a library or guidance 
pass before school. He or she is to report DIRECTLY to the study hall on time, before going to the 
library. Be certain to have the student sign out on the Daily Sign Out Sheet. After teacher roll call 
students with passes may report to the library or guidance. 
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3. Students who wish to go to the guidance office must have a pass from the guidance office noting the date 
and time of appointment. These appointments are made PRIOR to the student’s study hall. 


4. Students requesting to go to the lavatory will be excused ONE AT A TIME from any study hall. 
Study halls are just what the name implies. Study periods provide valuable time for students to do 
assignments without interruptions. Each student will be assigned a seat and is expected to be prepared to work 
quietly. No card playing/games, or food/drinks will be allowed. 
SUBSTITUTES 


The procedure for securing substitute teachers for the 2001-2002 school year is as follows: 


1. Any teacher who knows that he/she will be absent on the next teaching day should notify the principal's 
office immediately. 


N 


. After the school day, any teacher who needs a substitute should call 588-4420 and leave a message on the 
answering machine up to 5:35 a.m. The teacher calling for a substitute must give the following 
information: ` 


His/her name 

His/her school and parking space # 

His/her subject/grade 

His/her employee number. (This is a 4-digit number and can be found in the 2nd block in the upper 
left-hand corner of your pay stub) PLEASE BE SURE TO USE THIS NUMBER SO THAT YOU 
CAN BE IDENTIFIED AS A LEGITIMATE CALLER. 

e. The name of the building to which you report in the morning. If you are an itinerant who reports to 
more than one building, please designate the building where you begin your day. 


Bo oP 


3. Messages from the answering machine will be retrieved and a substitute will be provided. 
4. Any teacher calling for a substitute teacher after 5:35 a.m. should direct that call to the principal. 
SUBSTITUTE KITS 


Each teacher will have a folder in the main office which will include plans and instructions, class lists, teacher 
schedule, etc. for the daily substitute. Please update this folder whenever there are any changes. (See Lesson Plans) 


SUGGESTIONS 


Any questions or suggestions will be appreciated. Please stop in the office any time. 
TEXTBOOKS 


1. Students are responsible for textbooks issued to them. Lost or damaged books will result in the 
withholding of grades until the financial obligation is met. 
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2. It is imperative that each teacher keep accurate records regarding issuance of textbooks. Make sure that 
students return the same books that were issued to them. 

3. If a teacher thinks the book returned has had normal usage, no fine will be imposed. Books returned in 
damaged condition are subject to fines. A teacher is sole judge of the fine to be imposed. 

4. Lost textbooks must be replaced. The fine is the replacement cost of that textbook. 

5. All fines should be collected prior to the closing of school and turned into the main office. 

6. If there are any questions relative to the above, please see your department chairperson. 

7. Teachers are to exercise sound, professional judgment to avoid pettiness in the examination of texts. 


TUTORING/REMEDIATION SERVICES 


NATIONAL HONOR SOCIETY: The East Stroudsburg High School Chapter of the National Honor 
Society sponsors a tutoring service which is available to all students in grades 9-12 to improve their academic 
subjects. Members of the National Honor Society serve as the tutors for the service. Tutoring is requested on an 
application form which is used to document the who, how, when, and where of the process. The frequency for 
tutoring is determined by the need, the number of subjects in which tutoring is requested, and the availability of the 
tutor. The high school guidance office serves as the location of applications for tutoring. 


EAST STROUDSBURG ACADEMIC ASSISTANCE PROGRAM: This program offers an excellent 
opportunity for students in grades 9-12 to improve their grades and academic standing. The program is designed so 
that the student may gain the benefits of a strong foundation in the beginning and throughout the semester. The 
academic assistance program is arranged to provide for the needs of remediation as well as academic enrichment. 
Weekly sessions will be offered Tuesday through Thursday from 2:35 - 3:35 p.m. Students interested in this 
program may pick up applications in the high school guidance office or the main office. 


EAST STROUDSBURG UNIVERSITY TUTORS: Students from East Stroudsburg University are 


available to provide one-on-one tutoring for students in grades 9-12 in all academic areas. Applications for this 
program are available in the main office. 


WEATHER ALERT 
In the event of a weather alert emergency (i.e., tornado), faculty and staff will be directed to: 


1. Remain in their classrooms and seek shelter, or 
2. Move to locations in the building for shelter. 


If directed to remain in their classroom areas, students should be directed to stay away from windows, remove all 
items from desks or work areas and, if necessary, seek cover under or behind desks or other furniture. 


If directed to move to another area of the building, students and teachers will follow the procedures below. 


T/B ANNOUNCED 


In the event the emergency occurs while classes are changing, faculty and staff are to direct students to the 
nearest shelter. 


WITHDRAWAL 
As soon as a teacher learns that a student is leaving the school, the Guidance Office should be notified so that 


the student can be interviewed by his/her counselor to determine whether withdrawal is necessary and if so, provide 


aid in securing employment if it is needed. It is important that the Guidance Office know about any withdrawals or 
chronic absences. 
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